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ATTENTION 


The following documents appearing in FBI files have been reviewed under the provisions of The Freedom of 
Information Act (FOIA) (Title 5, United States Code, Section 552); Privacy Act of 1974 (PA) (Title 5, United States Code, 
Section 552a); and/or Litigation. 


^FOIA/PA 

□ Litigation 

ED Executive Order Applied 

Requester: 



Subject: 

Comnuter or Case Identification Number: 

Title of Case: 


Section 

* File 

Serials Reviewed: 




Release Location: *File Section 


This file section has been scanned into the FOIPA Document Processing System (FDPS) prior to National Security 
Classification review. Please see the documents locate d in the FDPS for current class ification action, if warranted. Direct 
inquires about the FDPS to RIDS Service Request Unif 


File Number: 
Serial(s) Reviewed: 


FOIPA Requester: _ 

FOIPA Subject: _ 

FOIPA Computer Number: 

File Number: _ 

Serial(s) Reviewed: _ 


FOIPA Requester: _ 

FOIPA Subject: 

FOIPA Computer Number: 

File Number: _ 

Serial(s) Reviewed: _ 


FOIPA Requester: _ 

FOIPA Subject: 

FOIPA Computer Number: 


IDS Service Request Uml 




b2 


Section 


j- 


Section 


Section 


THIS FORM IS TO BE MAINTAINED AS THE TOP SERIAL OF THE FILE, BUT NOT SERIALIZED. 

SCANNED BY DocLab (RMD) 

DATE: ^ W I 

ATTENTION 

LAST SERIAL: C ."'Ll Mo NOT REMOVE FROM FILE 



07/12/00 

10:27:48 


ECFVA0M0 


View Document Attribute 



Orig. Office 
Document Type 
Document Date 

To 

From .... 
Case ID . . . 

Topic . . . . 

Author ... 
Approver . . 

Ref. Case ID 


D4 

TELETYPE 
01/17/96 
LITTLE ROCK 
FBI HEADQUARTERS 

66F-HQ-C1190059 Serial : 

ON 4-17-95 f PRESIDENT CLINTON SIGNED EO 12958 


Responses 
Text . . 

FIF . . . 


1 


Serial : 


Class Level : U Authority 
Rule 6(e) . : Caveats . 
Secure Doc. : 


Duration : SCI : 

FD-501 . : 


Command . . . > + 

Fl=Help F3=Exit F4-Prompt Fl2=Cancel F14=List Fl5=PrevDoc 




07/12/00 

10:28:00 


View Document Attribute 


ECFVA0M0 


Orig. Office 

D4 



Responses 

Document Type 

TELETYPE 



Text . . 

Document Date 

01/17/96 



FIF . . . 

To 

NEWARK 




From .... 

FBI HEADQUARTERS 




Case ID . . . 

66F-HQ-C1190059 


Serial : 

2 

Topic .... 
Author 

ON 4-17-95, PRESIDENT 

CLINTON SIGNED 

EO 12958 


Approver . . 

Ref. Case ID 



Serial : 


Class Level : U Authority : 

Duration : 


SCI : 

Rule 6(e) . : 

Secure Doc. : 

Caveats . : 

FD-501 . : 




Command . . . > + 

Fl=Help F3=Exit F4=Prompt F12=Cancel Fl4=List F15=PrevDoc F16=NextDoc 




07/12/00 

10:28:10 


View Document Attribute 


ECFVA0M0 


Orig. Office : D4 Responses 

Document Type : TELETYPE Text - . 

Document Date : 01/17/96 FIF . . . 

To : NEWARK 

From . . . . : FBI HEADQUARTERS 

Case ID : 66F-HQ-C1190059 Serial : 3 

Topic . . . . : ON 4-17-95, PRESIDENT CLINTON SIGNED EO 12958 

Author . . . : 

Approver . . : 

Ref. Case ID : Serial : 


Class Level 
Rule 6(e) . 
Secure Doc. 


U Authority 
Caveats . 


Duration : SCI : 

FD-501 . . : 


Command . . . > + 

Fl=Help F3=Exit F4=Prompt Fl2=Cancel F14=List F15=PrevDoc F16=NextDoc 



o 



07/12/00 

10:28:28 


ECFVA0M0 



Document 


Attribute 



Orig. Office : D4 ' Responses 

Document Type : TELETYPE Text . . 

Document Date : 01/17/96 FIF... 

To : NEWARK 

From . . . . : FBI HEADQUARTERS 

Case ID ... : 66F-HQ-C1190059 Serial : 4 

Topic . . . . : ON 4-17-95, PRESIDENT CLINTON SIGNED EO 12958 

Author . . . : 

Approver . . : 

Ref. Case ID : Serial : 

Class Level : U Authority : Duration : SCI : 

Rule 6(e) . : Caveats . : FD-501 . : 

Secure Doc. : 


Command . . . > + 

Fl=Help . F3=Exit F4=Prompt F12=Cancel F14=List F15=PrevDoc F16=NextDoc 




07/12/00 

10:28:55 


ECFVA0M0 


Orig. Office 
Document Type 
Document Date 
To 

From . 

Case ID . . . 

Topic . . . . 

Author . . . 

Approver . - 

Ref. Case ID 

Class Level : 
Rule 6(e) . : 

Secure Doc. : 


View Document Attribute 



D4 

TELETYPE 

01/17/96 

NORFOLK 

FBI HEADQUARTERS 

66F-HQ-C11 9005 9 Serial : 

ON 4-17 - 95 , PRESIDENT CLINTON SIGNED EO 12958 


Responses 
Text . . 

FIF . . . 


5 


Serial : 

Authority : 

Caveats . : 


Duration : SCI : 

FD— 501 . : 


+ 


Command . . . > 

Fl=Help F3=Exit F4=Prompt F12=Cancel F14=List Fl5=PrevDoc F16=NextDoc 
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10:29:11 


ECFVA0M0 


View Document Attributes 


Orig. Office 
Document Type 
.Document Date 

To 

From .... 
Case ID . . . 

Topic . . 

Author 

Approver . . 

Ref. Case ID 


D4 

TELETYPE 
01/17/96 
MINNEAPOLIS 
FBI HEADQUARTERS 

66F-HQ-C1190059 Serial : 

ON 4— 17— 95 , PRESIDENT CLINTON SIGNED EO 12958 


Responses 
Text . . 

FIF . . . 


6 


Serial : 


Class Level 
Rule 6(e) 
Secure Doc. 


U Authority 
Caveats . 


Duration : SCI : 

FD-501 . : 


Command . . . > + 

Fl=Help F3=Exit F4-Prompt F12=Cancel F14=List F15=PrevDoc F16=NextDoc 



07/12/00 

10:29:29 


View Document Attribute 


ECFVA0M0 


Orig. Office : D4 

Document Type : TELETYPE 
Document Date : 01/17/96 

To : SAN DIEGO 

From . . . . : FBI HEADQUARTERS 

Case ID ... : 66F-HQ-C1190059 Serial : 

Topic . . . . : ON 4-17-95, PRESIDENT CLINTON SIGNED EO 12958 

Author . . . : 

Approver . . : 

Ref. Case ID : Serial : 


Class Level 
Rule 6(e) 
Secure Doc. 


U Authority 
Caveats . 


Duration : 
FD-501 . : 


Responses 
Text . . 

FIF . . . 


7 


SCI : 


Command . . . > 

Fl^Help F3=Exit F4=Prompt Fl2=Cancel F14=List Fl5=PrevDoc F16=NextDoc 


+ 



07/12/00 

10:29:43 


View Document Attributes^ 


ECFVA0M0 


Orig. Office : D4 Responses 

Document Type : TELETYPE Text - . 

Document Date : 01/17/96 FIF . . . 

To : ST LOUIS 

From . . . . : FBI HEADQUARTERS 

Case ID ... : 66F-HQ-C1190059 Serial : 8 

Topic ON 4-17-95 , PRESIDENT CLINTON SIGNED EO 12958 

Author . . . : 

Approver . . : 

Ref. Case ID : Serial : 


Class Level 
Rule 6(e) 
Secure Doc. 


U Authority 
Caveats . 


Duration 
FD-501 . 


SCI : 


Command . . . > + 

Fl=Help F3=Exit F4=Prompt F12=Cancel F14=List F15-PrevDoc F16=NextDoc 




07/12/00 

10:29:57 


View Document Attributes! 


ECFVA0M0 


Orig. Office 
Document Type 
Document Date 

To 

From .... 
Case ID . . . 

Topic . . . . 

Author . . . 

Approver . - 

Ref. Case ID 


D4 

TELETYPE 

01/17/96 

MOBILE 

FBI HEADQUARTERS 

66F-HQ-C1190059 Serial : 

ON 4-17-95, PRESIDENT CLINTON SIGNED EO 12958 


Responses 
Text . . 

FIF . . . 


9 


Serial : 


Class Level 
Rule 6(e) . 
Secure Doc. 


U Authority 
Caveats . 


Duration : SCI : 

FD-501 . : 


Command . . . > + 

Fl=Help F3=Exit F4=Prompt F12=Cancel F14=List Fl5=PrevDoc F16=NextDoc 




07/12/00 

10:30:11 


ECFVA0M0 


Orig. Office 
Document Type 
Document Date 

To 

From .... 
Case ID . . . 

Topic . . . . 

Author . . . 

Approver . . 

Ref. Case ID 

Class Level : 
Rule 6(e) . : 

Secure Doc. : 


View Document Attributes^ 


D4 

TELETYPE 

01/17/96 

PHOENIX 

FBI HEADQUARTERS 

6 6F-HQ-C1 1 9005 9 Serial : 

ON 4 — 17 — 95 , PRESIDENT CLINTON SIGNED EO 12958 


Responses 
Text . . 

FIF . . . 


10 


Serial : 


Authority 
Caveats . 


Duration : SCI : 

FD-501 . : 


Command . . . > 

Fl^Help F3=Exit F4=Prompt F12=Cancel F14=List Fl5=PrevDoc F16=NextDoc 


+ 



07/12/00 View Document Attributes'^ ECFVA0M0 

10:30:31 

Orig. Office : D4 Responses : 

Document Type : TELETYPE Text . . : 

Document Date : 01/17/96 FIF . . . : 

To : PHILADELPHIA 

From . . . . : FBI HEADQUARTERS 

Case ID : 66F-HQ-C1190059 Serial : 11 

Topic . . . . : ON 4-17-95, PRESIDENT CLINTON SIGNED EO 12958 

Author . . . : 

Approver . . : 

Ref. Case ID : Serial : 

Class Level : U Authority : Duration : SCI : 

Rule 6(e) . : Caveats . : FD-501 . : 

Secure Doc. : 


Command . . . > + 

Fl=Help F3=Exit F4=Prompt F12=Cancel F14=List F15=PrevDoc F16=NextDoc 




07/12/00 

10:30:46 


ECFVA0M0 


View Document Attributes! 


Orig. Office : D4 Responses 

Document Type : TELETYPE Text . . 

Document Date : 01/17/96 FIF... 

To : BOSTON 

From . . . . : FBI HEADQUARTERS 

Case ID ... : 66F-HQ-C11 90059 Serial : 12 

Topic . . . . : ON 4-17-95 , PRESIDENT CLINTON SIGNED EO 12958 

Author . . . : 

Approver . . : 

Ref. Case ID : Serial : 

Class Level : U Authority : Duration : SCI : 

Rule 6(e) . : Caveats . : FD-501 . : 

Secure Doc. : 


Command . . . > + 

Fl^Help F3=Exit F4=Prompt F12=Cancel F14=List F15=PrevDoc F16=NextDoc 




07/12/00 

10:33:35 


View Document Attributes, 


ECFVA0M0 


Orig. Office : D4 Responses 

Document Type : TELETYPE Text . . 

Document Date : 01/17/96 FIF . . . 

To : LOUISVILLE 

From . . . . : FBI HEADQUARTERS 

Case ID ... : 66F-HQ-C1190059 Serial : 13 

Topic . . . . : ON 4-17-95, PRESIDENT CLINTON SIGNED EO 12958 

Author . . . : 

Approver . . : 

Ref. Case ID : Serial : 

Class Level : U Authority : Duration : SCI : 

Rule 6(e) . : Caveats . : FD-501 . : 

Secure Doc. : 


Command . . . > + 

Fl=Help F3=Exit F4=Prompt F12=Cancel F14=List Fl5=PrevDoc F16=NextDoc 




07/12/00 

10:33:45 


View Document Attributes 


ECFVA0M0 


Orig. Office : D4 Responses 

Document Type : TELETYPE Text . . 

Document Date : 01/17/96 FIF . . . 

To : OMAHA 

From . . . . : FBI HEADQUARTERS 

Case ID ... : 66F-HQ-C1190059 Serial : 14 

Topic . . . . : ON 4-17-95, PRESIDENT CLINTON SIGNED EO 12958 

Author . . . : 

Approver . . : 

Ref. Case ID : Serial : 

Class Level : U Authority : Duration : SCI : 

Rule 6(e) . : Caveats . : FD-501 . : 

Secure Doc. : 


Command . . . > + 

Fl=Help F3=Exit F4=Prompt F12=Cancel F14=List F15=PrevDoc F16=NextDoc 




07/12/00 

10:34:04 




ECFVA0M0 


View Document Attribute 




Orig. Office : D4 Responses 

Document Type : TELETYPE Text . . 

Document Date : 01/17/96 FIF . . . 

To : CLEVELAND 

From . . . . : FBI HEADQUARTERS 

Case ID : 66F-HQ-C1190059 Serial : 15 

Topic . . . . : ON 4-17-95 , PRESIDENT CLINTON SIGNED EO 12958 

Author . . . : 

Approver . . : 

Ref. Case ID : Serial : 

Class Level : U Authority : Duration : SCI : 

Rule 6(e) . : Caveats . : FD-501 . : 

Secure Doc. : 


Command . . . > + 

Fl=Help F3=Exit F4=Prompt F12=Cancel F14=List F15=PrevDoc F16=NextDoc 
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10:34:18 


ECFVAOM 0 


View Document Attributes! 


Oriq. Office 
Document Type 
Document Date 

To 

From . 

Case ID . . . 

Topic . . . . 

Author - - . 

Approver . . 

Ref. Case ID 


D4 

TELETYPE 

01/17/96 

CINCINNATI 

FBI HEADQUARTERS 

66F-HQ-C11 9005 9 Serial : 

ON 4-17-95, PRESIDENT CLINTON SIGNED EO 12958 


Serial : 


Class Level 
Rule 6(e) 
Secure Doc. 


U Authority 
Caveats . 


Duration : 
FD-501 . : 


Command . . . > 

Fl=Help F3=Exit F4=Prompt F12=Cancel F14=List F15=PrevDoc F16=NextDoc 




07/12/00 

10:34:30 


Orig. Office : D4 Responses 

Document Type : TELETYPE Text . . 

Document Date : 01/17/96 FIF . . . 

To : BUFFALO 

From . . . . : FBI HEADQUARTERS 

Case ID ... : 66 F-HQ-C119005 9 Serial : 17 

Topic . . . . : ON 4-17-95, PRESIDENT CLINTON SIGNED EO 12958 

Author . . . : 

Approver . . : 

Ref. Case ID : Serial : 

Class Level : U Authority : Duration : SCI : 

Rule 6(e) . : Caveats . : FD-501 . : 

Secure Doc. : 


Command . . . > .+ 

Fl=Help F3=Exit F4=Prompt Fl2=Cancel F14=List Fl5=PrevDoc F16=NextDoc 


View Document Attributes! 


ECFVA0M0 




07/12/00 
10:34: 47 


View Document Attributes 


ECFVA0M0 


Orig. Office 
Document Type 
Document Date 

To 

From . . . . 

Case ID . . . 

Topic . . . . 

Author . . . 

Approver . . 

Ref. Case ID 


D4 

TELETYPE 
01/17/96 
COLUMBIA 
FBI HEADQUARTERS 

66F-HQ-C1190059 Serial : 

ON 4-17-95, PRESIDENT CLINTON SIGNED EO 12958 


Responses 
Text . . 

FIF . . . 


18 


Serial : 


Class Level 
Rule 6(e) . 
Secure Doc. 


U Authority 
Caveats . 


Duration : SCI : 

FD-501 . : 


Command . . . > + 

Fl^Help F3=Exit F4=Prompt F12=Cancel F14=List F15=PrevDoc F16=NextDoc 




07/12/00 

10:35:01 


ECFVAOM 0 




View Document Attributes 



Orig. Office 
Document Type 
Document Date 

To 

From . . . . 

Case ID . . ■ 

Topic . . . . 

Author . . . 

Approver . . 

Ref. Case ID 


D4 

TELETYPE 

01/17/96 

DETROIT 

FBI HEADQUARTERS 

66F-HQ-C1190059 Serial : 

ON 4-17-95 r PRESIDENT CLINTON SIGNED EO 12958 


Responses 
Text . . 

FIF . . . 


19 


Serial : 


Class Level : U Authority : Duration : SCI : 

Rule 6(e) . : Caveats . : FD-501 . : 

Secure Doc. : 


Command . . . > + 

Fl=Help F3=Exit F4=Prompt F12=Cancel F14=List Fl5=PrevDoc F16=NextDoc 




07/12/00 

10:35:15 


View Document Attributes 


ECFVA0M0 


Orig. Office : D4 Responses 

Document Type : TELETYPE Text . . 

Document Date : 01/17/96 FIF . 

. To : TAMPA 

From . . . . : FBI HEADQUARTERS 

Case ID : 66F-HQ-C1190059 Serial : 20 

Topic . . . . : ON 4-17-95 f PRESIDENT CLINTON SIGNED EO 12958 

Author . . . : 

Approver . . : 

Ref. Case ID : Serial : 

Class Level : U Authority : Duration : SCI : 

Rule 6(e) . : Caveats . : FD-501 . : 

Secure Doc. : 


Command . . . > + 

Fl=Help F3=Exit F4= Prompt F12^Cancel F14^List F15=PrevDoc F16=NextDoc 




07/12/00 

10:35:27 


ECFVA0M0 


View Document Attributes! 


Orig. Office : D4 Responses 

Document Type : TELETYPE Text . . 

Document Date : 01/17/96 FIF . . . 

To : NEW YORK 

From . . . . : FBI HEADQUARTERS 

Case ID ... : 66F-HQ-C1190059 Serial : 21 

Topic . . . . : ON 4-17-95, PRESIDENT CLINTON SIGNED EO 12958 

Author . . . : 

Approver . . : 

Ref. Case ID : Serial : 

Class Level : U Authority : Duration : SCI : 

Rule 6(e) . : Caveats . : FD-501 . : 

Secure Doc. : 


Command . . . > + 

Fl=Help F3=Exit F4=Prompt Fl2=Cancel Fl4=List F15=PrevDoc Fl6=NextDoc 



07/12/00 

10:35:43 


View Document Attributes 


ECFVA0M0 


Orig. Office : D4 Responses 

Document Type : TELETYPE Text . . 

Document Date : 01/17/96 FIF... 

To : NEW HAVEN 

From . . . . : FBI HEADQUARTERS 

Case ID ... : 66F-HQ-C1190059 Serial : 22 

Topic . . . . : ON 4-17-95, PRESIDENT CLINTON SIGNED EO 12958 

Author : 

Approver . . : 

Ref. Case ID : Serial : 

Class Level : U Authority : Duration : SCI : 

Rule 6(e) . : Caveats . : FD-501 . : 

Secure Doc. : 


Command . . . > + 

Fl=Help F3— Exit F4=Prompt F12=Cancel F14=List F15=PrevDoc F16=NextDoc 
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10:35:59 


View Document Attributes 


ECFVA0M0 


Orig. Office 

D4 



Responses 

Document Type 

TELETYPE 



Text . . 

Document Date 

01/17/96 



FIF . . . 

To 

ATLANTA 




From .... 

FBI HEADQUARTERS 




Case ID . . . 

66F-HQ-C11 90059 


Serial : 

23 

Topic .... 

ON 4-17-95 , PRESIDENT 

CLINTON SIGNED 

EO 12958 


Author 





Approver . . 





Ref. Case ID 



Serial : 


Class Level : I 

J Authority : 

Duration : 


SCI : 

Rule 6(e) . : 

Caveats . : 

FD-501 . : 



Secure Doc. : 






Command . . . > + 

Fl=Help F3=Exit F4=Prompt F12=Cancel F14=List F15=PrevDoc F16=NextDoc 




07/12/00 
10 : 36: 10 


View Document Attributes 


ECFVA0M0 


Orig. Office 
Document Type 
Document Date 

To 

From .... 
Case ID . . . 

Topic . . . . 

Author . . . 

Approver 
Ref. Case ID 


D4 

TELETYPE 

01/17/96 

WASHINGTON FIELD 
FBI HEADQUARTERS 

66F-HQ-C1190059 Serial : 

ON 4-17-95, PRESIDENT CLINTON SIGNED EO 12958 


Serial : 


Class Level : U Authority 
Rule 6(e) . : Caveats . 
Secure Doc. : 


Duration : 
FD-501 . : 


Responses 
Text . . 

FIF . . . 

24 


SCI : 


Command . . . > 

Fl=Help F3=Exit F4= Prompt F12=Cancel Fl4=List F15=PrevDoc F16=NextDoc 



07/12/00 

10:36:24 


View Document Attributes! 


Orig. Office : D4 

Document Type : TELETYPE 
Document Date : 01/17/96 

To : SALT LAKE CITY 

From . . . . : FBI HEADQUARTERS 

Case ID : 66F-HQ-C1190059 Serial : 

Topic . . . . : ON 4-17-95, PRESIDENT CLINTON SIGNED EO 12958 

Author . . . : 

Approver . . : 

Ref. Case ID : Serial : 

Class Level : U Authority : Duration : 

Rule 6(e) . : Caveats . : FD-501 . : 

Secure Doc. : 


ECFVA0M0 

Responses : 

Text . . : 

FIF . . . : 

25 

SCI : 

+ 


Command . . . > 

Fl=Help F3=Exit F4=Prompt F12=Cancel F14=List F15“PrevDoc F16=NextDoc 



07/12/00 

10:36:35 


ECFVA0M0 



Orig. Office : D4 Responses 

Document Type : TELETYPE Text 

Document Date : 01/17/96 FIF... 

To : SEATTLE 

From . : FBI HEADQUARTERS 

Case ID : 66F-HQ-C1190059 Serial : 26 

Topic . . . . : ON 4-17-95, PRESIDENT CLINTON SIGNED EO 12958 

Author . . . : 

Approver . . : 

Ref. Case ID : Serial : 

Class Level : U Authority : Duration : SCI : 

Rule 6(e) . : Caveats . : FD-501 . : 

Secure Doc. : 


Command . . . > + 

Fl=Help F3=Exit F4-Prompt F12=Cancel F14=List Fl5=PrevDoc F16=NextDoc 





Orig. Office : D4 Responses 

Document Type : TELETYPE Text . . 

Document Date : 01/17/96 FIF . . . 

To : SAN ANTONIO 

From . . . . : FBI HEADQUARTERS 

Case ID : 66F-HQ-C1190059 Serial : 27 

Topic . . . . : ON 4-17-95, PRESIDENT CLINTON SIGNED EO 12958 

Author . . . : 

Approver . . : 

Ref. Case ID : Serial : 

Class Level : U Authority : Duration : SCI : 

Rule 6{e) . : Caveats . : FD-501 . : 

Secure Doc. : 


Command . . . > + 

Fl=Help F3=Exit F4=Prompt F12=Cancel F14=List F15=PrevDoc F16=NextDoc 



07/12/00 

10:36:59 


View Document Attributes 


ECFVA0M0 


Orig. Office : D4 Responses 

Document Type : TELETYPE Text . . 

Document Date : 01/17/96 FIF . . . 

To : SAN FRANCISCO 

From . . . . : FBI HEADQUARTERS 

Case ID ... : 66F-HQ-C1190059 Serial : 28 

Topic . . . . : ON 4-17-95, PRESIDENT CLINTON SIGNED EO 12958 

Author . . . : 

Approver . . : 

Ref. Case ID : Serial : 

Class Level : U Authority : Duration : SCI : 

Rule 6(e) . : Caveats . : FD-501 . : 

Secure Doc. : 


Command . . . > + 

Fl=Help F3=Exit F4=Prompt F12=Cancel F14=List F15=PrevDoc F16=NextDoc 




07/12/00 

10:37:13 


View Document Attributes 


ECFVA0M0 


Orig. Office 
Document Type 
Document Date 

To 

From . . . . 

Case ID . . . 

Topic . . . . 

Author . . . 

Approver . . 

Ref. Case ID 


D4 

TELETYPE 

01/17/96 

DENVER 

FBI HEADQUARTERS 

66F-HQ-C1190059 Serial : 

ON 4-17-95, PRESIDENT CLINTON SIGNED EO 12958 


Responses 
Text . . 

FIF . . . 


29 


Serial : 


Class Level : U Authority 
Rule 6(e) . : Caveats . 
Secure Doc. : 


Duration : SCI : 

FD-501 . : 


Command . . . > + 

Fl=Help F3=Exit F4=Prompt F12=Cancel F14=List F15=PrevDoc F16=NextDoc 



07/12/00 

10:37:30 


View Document Attributes! 


ECFVAOMO 


Orig. Office 
Document Type 
Document Date 

To 

From . . . . 

Case ID . . . 

Topic . . . . 

Author - . . 

Approver . . 

Ref. Case ID 


D4 Re 

TELETYPE Te 

01/17/96 FI 

CHARLOTTE 
FBI HEADQUARTERS 

66F-HQ-C1190059 Serial : 30 

ON 4-17-95, PRESIDENT CLINTON SIGNED EO 12958 


Serial : 


Responses 
Text . . 


Class Level 
Rule 6(e) . 
Secure Doc. 


U Authority 
Caveats . 


Duration : 
FD-501 . : 


Command . . . > 

Fl=Help F3=Exit F4=Prompt Fl2=Cancel F14=List Fl5=PrevDoc F16=NextDoc 




07/12/00 

10:37:44 


View Document Attributes 


ECFVA0M0 


Orig. Office 
Document Type 
Document Date 

To 

From . 

Case ID . . . 

Topic . . . . 

Author . . . 

Approver 
Ref- Case ID 


D4 

TELETYPE 

01/17/96 

BIRMINGHAM 


Responses 
Text . . 

FIF . . . 


FBI HEADQUARTERS 

66F-HQ-C1190059 Serial : 31 

ON 4-17-95 , PRESIDENT CLINTON SIGNED EO 12958 


Serial : 


Class Level : U Authority : Duration : SCI : 

Rule 6(e) . : Caveats . : FD-501 . : 

Secure Doc. : 


Command . . . > + 

Fl=Help F3=Exit F4=Prompt F12=Cancel F14=List F15=PrevDoc Fl6=NextDoc 




07/12/00 
10:37: 55 


ECFVA0M0 




Orig. Office 

D4 


Responses 

Document 

Type 

TELETYPE 


Text . . 

Document 

Date 

01/17/96 


FIF . . . 

To . . . 

. 

BALTIMORE 



From . . 

. 

FBI HEADQUARTERS 



Case ID . 

. 

66F-HQ-C1190059 

Serial : 

32 

Topic . . 

. . 

ON 4-17-95, PRESIDENT CLINTON 

SIGNED EO 12958 


Author 

. 




Approver 

. 




Ref. Case 

! ID 


Serial : 



Class Level : U Authority : Duration : SCI : 

Rule 6(e) . : Caveats . : FD-501 . : 

Secure Doc. : 


Command . . . > + 
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FEDERAL BUREAU OF INVESTIGATION 


Precedence: IMMEDIATE 


Date: 07/11/1997 


To: Richmond 


Attn: 



From: Information Resources 

Field Service Unit 

Contact : 

Approved By: Morris Carolyn G i 


Extension 


Drafted By: 

Case ID #: 66F-HQ-C1190059 


- tfS 


Title: NATIONAL ARCHIVES AND RECORDS 

ADMINISTRATION (NARA) ; APPRAISAL OF 
FIELD OFFICE RECORDS 

NARA VISIT TO RICHMOND FIELD OFFICE 

Synopsis: Information pertaining to NARA visit to the Richmond • 

Field Office in conjunction with update of FBI Records Retention 
Plan and Disposition Schedules. 

Details: The FBI Records Retention Plan and Disposition 

Schedules (Plan/Schedules) were developed and approved in 
accordance with the court decision rendered in the civil matter 
of American Friends Service Committee, et al.. v. William H. 
Webster, et al.. United States District Court for the District of 
Columbia: Civil Action Number 79-1655 . This decision requires 
that representatives from NARA re-evaluate the provisions of the 
Plan/Schedules every five years. The last NARA re-evaluation 
commenced in October, 1991 and was completed in May, 1992. 

The current re-evaluation commenced on May 27, 1997 and 
is expected to continue through October, 1997. The NARA 
representatives are presently working, on a regular basis, with 
employees of the Records Disposition/Archival and Micrographics 
Subunit (RDAMS) , Field Services Unit, Field Information Support 
Section, IRD. In addition, the NARA representatives will be 
visiting the Baltimore, Los Angeles, Richmond and Washington 
Field Offices. 


. On 7/22/97, Supervisor y Archives Technician! 

I and Arch i. y es Technicians] | and 

pill arrive in the RH Field Office tor the 

purpose of preparing selected RH case files for the review and 
appraisal by the NARA representatives. 




To : Richmond Frc 

Re: 66F-HQ-C1190059 , 


Information Resources 
07/11/1997 


On 7/23/97, Archives Specialist ! 

the NARA representatives involved in the review of the FBI 
Plan/Schedules will arrive in the RH Field Office. The NARA 
representatives are: 


and 


Name : 
Address : 

Title: 


SSN 

POB 

DOB 


Name : 
Address : 

Title: 


SSN 

POB 

DOB 


Name : 
Address ; 

Title : 


SSN 

POB 

DOB 


Annandale, Virginia 22003 
Special Assistant to the Director 
fpTifsr for Electronic Records 


Silver Spring, Maryland 
Appraisal Archivist 
Civilian Appraisal Staff 


20902 



Gaithersburg, Maryland 
Archivist 

Textual ' Reference Branch 


All of the representatives from NARA have been issued 
TOP SECRET security clearances. All informa tion, including 
security clearances, may be verified through 


Personnel Security Unit, Security Cou ntermeasu res section. 
National Security Division, Extension! " ' 


.On 


Spec ialist 

and the NARA 


either 7/23/97 or 7/24/97, Arch ives 
| Supervisory Archives Technician 
representatives would like to provide a briefing to the 
management of the RH Field Office. Preferred time of this 
briefing would be prior to the NARA representatives commencing 
the review of the RH case files. Coordination and scheduling of 
this briefing should be handled by RH personnel. 


b6 

b7C 
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To 

Re 


Richmond Frl^ 
66F-HQ-C1190059 , 


Information Resources 
07/11/1997 



LEAD (s) : 

Set Lead 1 : 

RICHMOND 

AT RICHMOND. VIRGINIA 

Establish appropriate work area for RDAMS employees 
and NARA representatives and access to the RH case files. 

Set Lead 2 : 

AT RICHMOND. VIRGINIA 

Coordinate and schedule time and location for briefing 
by RDAMS employees and NARA representatives. 

CC: 1 - IRD Front Office, Room 5829 


i 


, Room 5336D 
loom 5336F 

1 - 
1 - 
1 - 


Room 4933 
Room 4933 
Dm 4933 


Ro 
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FEDERAL BUREAU OF INVESTIGATION 
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Date: 07/30/1997 


To: Baltimore 


Attn: SAC David R. Knowlton 

ASAC Anthony A. Betz 
ASAC Lynne A. Hunt 

AO | 

FS 


From: Information Resources 

Field Services Unit 
Contact : 


Approved By: Morris Carolyn 


Extension 


Drafted By: 


Case ID # : 66F-HQ-C1190059 -^5 


Title: NATIONAL ARCHIVES AND RECORDS 

ADMINISTRATION (NARA) ; APPRAISAL OF 
FIELD OFFICE RECORDS 

NARA VISIT TO BALTIMORE (BA) FIELD OFFICE 


Synopsis: Information pertaining to NARA visit to the BA Field 

Office in conjunction with update of FBI Records Retention Plan 
and Disposition Schedules. 

Details: The FBI Records Retention Plan and Disposition 

Schedules (Plan/Schedules) were developed and approved in 
accordance with the court decision rendered in the civil matter 
of American Friends Service Committee, et al.. v. William H. 
Webster, et al.. United States District Court for the District of 
Columbia: Civil Action Number 79-1655 . This decision requires 
that representatives from NARA re-evaluate the provisions of the 
Plan/Schedules every five years. The last NARA re-evaluation 
commenced in October, 1991 and was completed in May, 1992. 

The current re-evaluation commenced on May 27, 1997 and 
is expected to continue through October, 1997. The NARA 
representatives are presently working, on a regular basis, with 
employees of the Records Disposition/Archival and Micrographics 
Subunit (RDAMS) , Field Services Unit, Field Information Support 
Section, IRD . In addition, the NARA representatives will be 
visiting the BA, Los Angeles, Richmond and New York Field 
Offices . 


On 8/5/97, Supervisory Archives TechnicianT 

1 3 T\ J m _ 1 ! J 


"land A rchives Technicians 1 [and" 

[will arrive in the ba Field urrice tor tne purpose 


bo 

b7C 


To: Baltimore Information Resources 

Re: 66F-HQ-C1190059 , 07/30/1997 


of preparing selected BA case files for the review and appraisal 
by the NARA representatives. 

On 8/6/97, Archives Specialist and 

the NARA representatives involved in the review ot the FBI 
Plan/Schedules will arrive in the BA Field Office. The NARA 
representatives are: 

Name : 

Address : 


Title: 


Name : 
Address : 

Title: 


Name : 
Address 

Title: 


Annandale, Virginia 22003 
Special Assistant to the Director 
Center for Electronic Records 



Alexandria, Virginia 22314 
Archivist 




Silver Spring, Maryland 20902 
Appraisal Archivist 
Civilian Appraisal Staff 


Name : 
Address : 

Title : 


Gaithersburg , 
Archivist 


Tarylanc 



All of the representatives from NARA have been issued 

TOP SECRET security clearances. All infnrmaHnn. i nrl nrH nrr 

security clearances, may be verified through 

Personnel Security Unit, Security Cou ntermeasures section. 

National Security Division, Extension 
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To: Baltimore F^^i: 

Re: 66F-HQ-C1190059, 


Information Resources 
07/30/1997 


b6 


On 8/6/97, Archives Specialist! 
representatives would like to provide a briefing to the 
management of the BA Field Office.. Preferred time of this 
briefing would be prior to the NARA representatives commencing 
the review of the BA case files. Coordination and scheduling of 
this briefing should be handled by BA personnel. 


b7C 

and the NARA 
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To: Baltimore FMPh: Information Resources 

Re: 66F-HQ-C1190059 , 07/30/1997 


LEAD (s) : 

Set Lead 1 : 

BALTIMORE 

AT BALTIMORE 

Establish appropriate work area for RDAMS employees 
and NARA representatives and access to the BA case files. 

Set Lead 2 : 


AT BALTIMORE 


Coordinate and schedule time and location for briefing 
by Mr. Shackelford and NARA representatives. 


CC: 


1 

1 

1 

1 

1 

1 


- IRD Front Of fice, Room 5829 

, Room 5336D 

- Room 533 6F 

Room 4933 

-J Room 4933 


b6 

b7C 


Room 4933 
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FEDERAL BUREAU OF INVESTIGATION 


Precedence: IMMEDIATE Date: 07/31/1997 

To: Los Angeles Attn: ADIC Timothy P. McNally 

SAC Anthony A. Betz 
AS 
AO 
FS 


From: Information Resources 



Case ID #: 66F-HQ-C1190059 — 


Title: NATIONAL ARCHIVES AND RECORDS 

ADMINISTRATION (NARA) ; APPRAISAL OF 
FIELD OFFICE RECORDS 

NARA VISIT TO LOS ANGELES (LA) FIELD OFFICE 

Synopsis: Information pertaining to NARA visit to the LA Field 

Office in conjunction with update of FBI Records Retention Plan 
and Disposition Schedules. 

Details: The FBI Records Retention Plan and Disposition 

Schedules (Plan/Schedules) were developed and approved in 
accordance with the court decision rendered in the civil matter 
of American Friends Service Committee, et al.. v. William H. 
Webster, et al.. United States District Court for the District of 
Columbia: Civil Action Number 79-1655 . This decision requires 
that representatives from NARA re-evaluate the provisions of the 
Plan/Schedules every five years. The last NARA re-evaluation 
commenced in October, 1991 and was completed in May, 1992. 



The current re-evaluation commenced on May 27, 1997 and 
is expected to continue through October, 1997. The NARA 
representatives are presently working, on a regular basis, with 
employees of the Records Disposition/Archival and Micrographics 
Subunit (RDAMS) , Field Services Unit, Field Information Support 
Section, IRD. In addition, the NARA representatives will be 
visiting the Baltimore, LA, Richmond and New York Field Offices. 


On 8/13/97, Supervisory Archives Techn i ri an I |_ 

land A rchives Technicians 

will arrive in the LA Field Office for the purpose 
mg selected LA case files for the review and appraisal 


by the NARA representatives. 


To: Los Angeles ^fom: Information Resource! 

Re: 66F-HQ-C1190059, 07/31/1997 


On 8/18/97, Archives Specialist 
the NARA representatives involved in the review ot 
Plan/Schedules will arrive in the LA Field Office, 
representatives are: 


Name : 
Address : 

Title: 


The NARA 


Name : 
Address : 

Title: 



Annandale, Virginia 22003 
Special Assistant to the Director 
Center for Electronic Records 



Silver Spring, Maryland 20902 
Appraisal Archivist 
Civilian Appraisal Staff 


Name : 
Address : 

Title : 


Gaithersburg , 

Archivist 


larylanc 



All of the representatives from NARA have been issued 

TOP SECRET security clearances . All informa tion, including 

security clearances, may be verified throughl 

Personnel Security Unit, Security Cou ntermeasures s ection. 

National Security Division, Extension 

On 8/18/97, Archives Specialist and the 

NARA representatives would like to provide a briefing to the 
management of the LA Field Office. Preferred time of this 
briefing would be prior to the NARA representatives commencing 
the review of the LA case files. Coordination and scheduling of 
this briefing should be handled by LA personnel. 
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To: Los Angeles BBrom: Information Resource 

Re: 66F-HQ-C1190059 , 07/31/1997 


LEAD (s) : 

Set Lead 1 : 

LOS ANGELES 

AT LOS ANGELES 

Establish appropriate work area for RDAMS employees 
and NARA representatives and access to the LA case files. 

Set Lead 2 : 

AT LOS ANGELES 

Coordinate and schedule time and location for briefing 
by RDAMS employees and NARA representatives . 

CC: 1 - IRD Front Office. Room 5829 

1 - 


1 - 
1 - 




£l3 


Room 533 6D 
Room 5336F 

Room 4933 
Room 4933 


b6 

b7C 


Room 4933 
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FEDERAL BUREAU OF INVESTIGATION 


Precedence: IMMEDIATE 


To : New York 


Date: 0'9/l07i997 

Attn: ADIC James K. Kallstirom 

SAC! Joseph Cantamessa 
OSM 


From: Information Resources 

Field Ser vices Unit 
Contact : 

Approved By: Morris Carolyn G<^l 



Drafted By: 


Case ID #: 66F-HQ-C1190059 - — W7 


Title: NATIONAL’ ARCHIVES AND RECORDS 

ADMINISTRATION (NARA) /’.APPRAISAL OF 
FIELD OFF-ICE RECORDS 

NARA VISIT TO New York /NY) FIELD OFFICE 

Synopsis: InformatibA' -pertaining to NARA visit to the NY Field 

Office in conjunction with update of FBI Records Retention Plan 
and Disposition'Schedules . 

Details: The FBI Records Retention Plan and Disposition 

Schedules (Plan/Schedules) were developed and approved in 
accordance with the court decision rendered in the civil matter 
of American Friends Service Committee, et al.. v. William H. 
Webster, et al.. United States District Court for the District of 
Columbia: Civil Action Number 79-1655 . This decision requires 
that representatives from NARA re-evaluate the provisions of the 
Plan/Schedules every five years. The last NARA re-evaluation 
commenced in October, 1991 and was completed in May, 1992. 

The current re-evaluation commenced on May 27, 1997 and 
is expected to continue through October, 1997. The NARA 
representatives are presently working, on a regular basis, with 
employees of the Records Disposition/Archival and Micrographics 
Subunit, Field Services Unit, Field Information Support Section, 
IRD. In addition, the NARA representatives have visited the 
Baltimore, Los Angeles, and Richmond Field Offices. 

On 9/16/97, Archives Specialist and 

a NARA representative involved in the review of the FBI 
Plan/Schedules will arrive in the NY Field Office for the purpose 


To : New York FrJ 

Re: 66F-HQ-C1190059, 


Information Resources 
09/10/1997 


of conducting interviews with NY personnel with regards to the 
FBI development and implementation of the Automated Case Support 
(ACS) System. The NARA representatives are: 


Name : 

Address: 

Silver Spring, Maryland 20902 
Title: Appraisal Archivist 


SSN 

POB 

DOB 


Pi vilian &nnraisal fitaf f 


On 9/16/97, 

to provide a briefing to tiie management ot tne 


W 


would like 

Field Office. 


Preferred time of this briefing would be prior to the NARA 
representatives commencing the evaluation of the ACS System. 


b6 

b7C 


Inasmuch as the ACS System is an integral part of the 
overall FBI's record-keeping process, it must meet appropriate 
Federal standards, as promulgated by NARA, prior to full approval 
as an electronic case file system. Final approval of ACS, by 
NARA, will eliminate the necessity to maintain a paper case file. 
Information provided by NY personnel will greatly assist NARA in 
the appraisal of the ACS System. 
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To: New York Fr^w: Information Resources 

Re: 66F-HQ-C1190059 , 09/10/1997 


LEAD (s) : 

Set Lead 1: 

NEW YORK 

AT NEW YORK 



Set Lead 2 : 


AT NEW YORK 


rnnrHinaJ-P' gnhoHnlg 

of NY management by 


ime and 
and 


location for- briefing 


CC: 1 - IRD Front Office. Room 5829 


- 

, Room 9998 
?oom 5336F 

L 

Room 4933 
Room 4933 
)om 4 93 3 

1 

& 
r\ _ 


♦♦ 


b6 

b7C 
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TO: 
Re : 




New York Fr£ 
66F-HQ-C1190059 , 


Information Resources 
09/10/1997 



WORK COPY ROUTING SHEET 


CC: 1 

1 

b6 1 

b7C -]_ 

■ i 

1 


IRD Front Office, Room 5829 


□ 

| Room 9 998 

m 

x>m 5336F 

1 

Room 4933 

| Room 4933' 

|Room 4933 


♦♦ 
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FEDERAL BUREAU OF INVESTIGATION 


Precedence: ROUTINE 

To: Information Resources 

Personnel 


Date: 06/09/1997 


Attn: 

Attn: 



Room 1358 


From: National Security 

Security Countermeasures Section 



Case ID #: 260D-HQ-1087013 ' 33 7 

HQ 66-19249 - 



b6 

b7C 


Synopsis: Approval of request for unescorted Officia l Visitor 

badges fori 

A dmi nistr ative: Reference is m ade to Electronic Communication 

(EC) from Information Resources Division 

( IRD) , Records Disposition/ Afdnival and Micrographics Subunit 
(NARA) , to FSU, date 05/08/1997. In view of the SPM's favorable 
adjudication, this matter is referred to the Security Unit, 
Personnel Division (PD) , to issue the appropriate Security Access 
Control Systems (SACs) badges for the captioned individuals. 

Details: Request for access to the J . Edgar Hoover Building for 

the captioned individuals was made by 

IRD, NARA, dated 05/08/1997, advising the captioned individuals 
sole purpose is to review FBI Plan/Schedules regarding civil 
matters. In addition, it is anticipated that the NARA 
representatives will be visiting the Baltimore, Los Angeles, 
Richmond and Washington Field Offices. 

THIS IS NOT AN ORIGINAL. IF 
ORIGINAL IS FOUND, PLEASE 
REPLACE. 


UF'tiQ- C/ Moo 39- W 






TO: 
Re : 


Information Resources From: National Security 

260D-HQ-1087013 , 06/09/1997 


On 05/16/1997, Personnel Security Unit, NSD, received 
term certification that the captioned individuals possess a "Top 
Secret" security clearance. The "Top Secret" clearances are term 
certified until 05/27/1998 . It should be noted that prior to 
05/26/1998, recertification of the above individuals security 
clearances must be updated for the individuals to continue to 
have access to FBIHQ. 

On 05/02/1997, the FSU, NSD, completed appropriate FBI 
record checks on the above individuals resulting in no derogatory 
information being identified. 


|Room 4933, Extension ! | will 

serve as Point of Contact (POC) for the captioned individuals. 
The POC should notify the FSU when the captioned individuals no 
longer require access to FBI facilities so that records can be 
updated accordingly. 


CC: 1 - 

1 - I 

1 - Official Visitor Folder 


b6 

b7C 
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( 12 / 31 / 1995 ) 


FEDERAL BUREAU OF INVESTIGATION 


Precedence: IMMEDIATE 


Date: 07/08/1998 


To: Information Resources 


Butte ITC 


Attn: 


Attn: 


Assistant Director 
Carolyn G. Morris 
Center Administrator 


NERCSC 


Attn: 


Center Administrator 


Savannah ITC 


Attn: center AQmxnistrator 


WRCSC 


Attn: Center Administrator 


From: Information Resources 

File gpnH pgg ITn-il- 

Contact: 


Approved By: 


Extension 




Drafted By: 

Case ID #: 66F-HQ-C11862 92 - >5#/ 

66F-HQ-A1177333- . 

62C-HQ-C118662 9 - 4^7/ 

66F-HQ-C1190059- ,5* 

Title: RECORDS DISPOSITION AND ARCHIVAL CONFERENCE 

FBI HEADQUARTERS 
6/3 - 4/98 

Synopsis: To provide details pertaining to the Records 

Disposition and Archival Conference held at FBIHQ on 6/3-4/98. 

Details: On 6/3 - 4/98, a conference was held at FBIHQ for the 

purpose of discussing records disposition and archival 
initiatives, and the possible utilization of available resources 
from the Information Resources Division (IRD) sponsored 
Information Technology Centers (ITCs) . The attendees at the 





To: 

Re: 


• •' 

Information Resources From: 
66F-HQ-C1186292 , 07/08/1998 


Inf ormatio^^.esources 


conference were from the IRD Front Office, Field Information 
Support Section, Administrative Automation Section, File Services 
Unit, Records Disposition/Archival and Micrographics Subunit 
(RDAMS) , and representatives from each of the ITCs . These 
attendees included: 

IRD Front Office 
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Carolyn G. Morris Assistant Director 

Field Information Support Section 
David Kitchen Section Chief 

Administrative Automation Section 
Robert Friedman Section Chief 

File Services Unit 


Unit Chief 


Records Disposition/Archival and Micrographics Subunit 



Archives Specialist 
Supervisory Archives Technician 
Supervisory Archives Technician 


Archives Technician 


Fort Monmouth. New Jersey ITC 


Center Administrator 
Administrative Officer 
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Re: 66F-HQ-C1186292 , 07/08/1998 


Inf ormatioir Resources 
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Center Administrator 
Administrative Officer 
Supervisory Archives Technician 


Center Administrator 
Supervisory Archives Technician 


Mrs. Carolyn G. Morris, Assistant Director, IRD, spoke 
to the attendees at the commencement of the conference. Also in 
attendance at the commencement were Mr. David Kitchen, Section 
Chief, Field Information Support Section and Mr. Robert Friedman, 
Section Chief, Administrative Automation Section. 


For the most part, the conference was an open- forum 
discussion in order to "brainstorm" ideas amongst the attendees 
in an effort to solve the file storage problems in the field 
offices and at FBIHQ through the development and implementation 
of joint FBIHQ/ ITC records disposition/archival initiatives. In 
addition, the conference also served as a disposition/archival 
briefing for the Ft. Monmouth representatives. 

Some of issues/concerns raised by the attendees are: 

♦ Approval, by the National Archives and Records 

Administration (NARA) , of authority for the destruction 
of declination case files having less than two volumes 
per case file in the field offices. 

Currently, prosecutive guidelines require notification 
to the FBI, by local authorities, when an offense which may 
involve a violation of a Federal statute occurs. In most 
instances the FBI declines to handle as a Federal matter. At the 
present time, valuable space in the closed file areas of the 
field offices is being consumed by these meaningless and obsolete 
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To: Information Resources From: 

Re: 66F-HQ-C1186292 , 07/08/1998 


Information Resources 


case files. Based on the knowledge of the ITC representatives 
case file classifications containing a large number of 
declination case files include (but are not limited to) 2, 15, 

25, 26, 42, 52, 70, 76, 87, and 91. 

♦ Solicit support from Special Agent in Charge (SAC) and 
Administrative Officer (AO) Advisory Committees to 
increase budget for file destruction initiatives. 

♦ Projected staffing level for Fort Monmouth ITC (FMITC) 
Archival module . 

At the present time , the FMITC does not have a worki ng 
Archival module functioning. I lare 
interested in determining the Staffing 16v61 tCtf tite mOdUlfe lii 
order to ensure that resources, i.e., space, training, equipment, 
etc., are available as required. Archival training will be 
handled by the RDAMS staff, however, the other resources require 
approval of other IRD and FBIHQ entities. 


| | expressed his opinion that the FMITC 

Archival module should be set up and operated in the same mode as 
the ITC in Savannah, Georgia. Currently the Savannah ITC module 
is operating in a "receive/review/return" mode. Case files are 
received from the participating field offices, reviewed by the 
Savannah Archives Technicians in accordance with the 
retention/destruction provisions of the current Records Retention 
Plan and Disposition Schedules, and the remaining case files are 
returned to the field offices. The Archival modules located in 
the Butte, Montana and Pocatello, Idaho ITCs are operating in a 
"receive/review/retain" mode. A limited number of case files are 
returned to the participating field offices. 

♦ Proposal for ITC personnel to travel to FBIHQ to 

receive training to assist in handling of court order 
expungement backlog. Currently court order expungement 
matters are handled by field office Freedom of 
Information-Privacy Acts personnel and do not receive 
the priority attention required in order to complete 
the process in a timely manner. 

During the week of 7/13/98, employees from the four 
ITCs will receiving, at FBIHQ, appropriate training for the 
handling of a court order expungement . Experienced RDAMS 
Archives Technicians will conduct the training. The training 
will cover the full process of completing a court order 
expungement matter. Following the training period, the RDAMS 
Supervisory Archives Technicians will assign portions of the 
current backlog to the ITC Supervisory Archives Technicians for 
dispersement to the ITC Archives Technicians. Progress and 
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To: Information Resources From: Information Resources 

Re: 66F-HQ-C11862 92 , 07/08/1998 


success of this effort will be tracked on a monthly basis by the 
RDAMS Supervisory Archives Technicians and the Archives 
Specialist . 

♦ Update Job Descriptions for ITC Archives Technicians. 

At the present time the ITC Archives Technicians are in 
the GS-8 series. An upgrade to GS-9 would be possible if we can 
develop ITC duties which "mirror" the HQ duties, but knowing the 
results of the recent Administrative Services Division study of 
the HQ Archives Technicians position, we must be on solid ground. 
Assignment of court order expungement matters may provide the 
enhancement necessary to warrant the upgrade. 

♦ Approval, by NARA, of authority for the destruction at 
FBIHQ and in the field offices of case files which are 
below all thresholds (sections and/or serials) as set 
forth in the current Records Retention Plan and 
Disposition Schedules. 

During the conference representatives from Space 
Management Unit, Facilities Management and Security Section, 
Administrative Services Division spoke to the attendees on the 
funding and acquisition issue concerning obtaining additional 
space for fi eld office rec ords. This issue is based on a 
proposal, by| | that the FBI explore the possibility 

of acquiring th6 2U,UUU - 25,000 square footage which is 
available within a facility next to the Pocatello ITC. 
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To: Information Resources From: Informat ioi^Resources 

Re: 66F-HQ-C11862 92 , 07/08/1998 


Additionally, representatives from NARA made a 
presentation pertaining to the relationship between the FBI and 
NARA and the ongoing initiatives to "speed-up" the destruction of 
obsolete records and the transfer ofthose records having 
historical and/or research value to NARA. Current initiatives 
include the approval of the following: 

♦ Authority for the destruction of declination case files 
having less than two volumes per case file. 

♦ Authority for the destruction of case files which are 
below all retention thresholds. 

♦ Elimination of the requirement for the FBI to remove 
and seal all Federal Grand Jury, Federal Income Tax and 
Title III (Electronic Surveillance) material from case 
files prior to being transferred to NARA. 

Provisions of the FBI Records Retention Plan and 
Disposition Schedules requires that these categories of material 
be removed from the case files and sealed. Based on comments by 
the NARA representatives, this requirement was imposed on the FBI 
by the Department of Justice. According to NARA, no other 
federal agency is subjected to this or any similar requirement. 

♦ Approval, by NARA, to accept a "bulk" transfer of all 
obsolete microfilm case files. 

Currently the microfilm is reviewed and those case 
files having historical and/or research value are reproduced into 
a hard-copy form, reviewed for declassification by the Historical 
Executive Review Unit, Office of Public and Congressional Affairs 
(OPCA) and transferred to NARA. This an extremely burdensome and 
time consuming process and a "bulk" transfer agreement would 
lessen the man-hours required to handle these records. This 
effort will be coordinated between the RDAMS , OPCA, and NARA. 


To: Information Resources From: Inf ormatiori^Re sources 

Re: 66F-HQ-C1186292 , 07/08/1998 


The archival conference was informative and excellent 
ideas were discussed. With the exception of the proposal 
pertaining to the inclusion of the ITC personnel in the court 
order expungement process, logistics of the other proposals are 
currently being discussed and a communication detailing these 
subsequent discussions will be prepared. 

CC: 1 - IRD Front Office, Room 5829 

1 - Mr. Kitchen, Room 9998 
1 - 
1 - 
1 - 
1 - 
1 - 


♦♦ 


Mr . Friedma n . Room 5881 

Room 1 0475 

I Room 10108 

Room 4933 

I Room 4933 
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Inf ormatioirResources 


WORK COPY ROUTING SHEET 

CC: 1 - IRD Front Office, Room 5829 


1 - Mr. Kitchen, Room 9998 
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1 - 
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U.S. Department of Justice 


Federal Bureau of Investigation 


Washington, D. C. 20535 

November 18, 1998 


Mr. Michael Miller . 

Director • 

Modern Records Program - NWM - 

National Archives and Records 
Administration • 

8601 Adelphi Road 

College Park, Maryland 20740 

Dear Mr. Miller: 

Reference is made to the letter dated October 19, .1998, 
from Lewis J. Bellardo, Deputy Archivist of the United States, 
National Archives and Records Administration (NARA) . 

Referenced letter requested agency comments’ regarding 
the scheduling of electronic copies of program records and 
administrative records that were previously scheduled under 
General Records Schedule (GRS) 20, Items 13, 14, and 15. 

For your information, the draft proposals have been 
reviewed by the appropriate personnel of the Federal Bureau of 
Investigation (FBI), and the FBI has no objections to the full 
implementation of the proposed revisions to GRS 20. 


As you are aware, the records disposition practices of 
the FBI have been scrutinized and approved by the United States 
District Court for the District of Columbia in the civil matter 
of American Friends Service Committee, et al.. v. William H. 
Webster, et al. : United States District Court for the District of 
Columbia: Civil Action Number 79-1655 and are closely monitored 
by representatives of NARA. In view of these facts, and inasmuch 
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Mr. Michael Miller 


as the GRS is designed to cover common category of records and 
the descriptions are very general in nature, the FBI only uses 
the disposition authority granted by the GRS as "guidance," not 
"rule . " 


Please be advised that the current practice whereby the 
FBI must formally request NARA authorization, utilizing Standard 
Form (SF) 115, for alterations to the current Records Retention 
Plan and Disposition Schedule, as well as any proposed 
dispositions for newly created categories of records, will 
continue. All newly submitted SF-115s will, if applicable, 
include a request for disposition authority for the electronic 
versions of the FBI records. In addition, if it is determined to 
be necessary, previously approved disposition authorities will be 
resubmitted for the electronic format of’ the records. 
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directed to| 


A ny further questions conce rning this matter may be 


FBI Archives Specialist, at 


Sincerely, 


Eugene J. O'Leary III 
Deputy Assistant Director 
Information Resources Division 




U.S. Department of Justice 


Federal Bureau of Investigation 


Washington, D. C. 20535 

December 16, 1998- 


Mr. Michael Miller 
Director 

Modern Records Program - NWM 
National Archives and Records 
Administration. 

8601 Adelphi Road 

College Park, Maryland 20740-6001 / 

Dear Mr. Miller: * 

This is to inform you that. Mr. Dennis R. Weaver; 

Section Chief, Information* Management Section, Information 
Resources Division, has been designated Records Policy Officer 
for the Federal Bureau of Investigation (FBI) effective 
immediately. 

All questions pertaining to overall FBI records 
management- policy .matters should be directed to Mr. Weaver at 
(202) 324-2307 or the following address : 

Federal Bureau of Investigation 
J. Edgar Hoover Building 
Room 9998 

-935 Pennsylvania Avenue, N.W. 

. Washington, D.C. 20535-0001 

With regards to the FBI Records Dispositi on/Archival 

and Micrographics Program, continues in 

his position as FBI Archives Specialist . Questions pertaining to 
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Mr. Michael Miller 


archival and micrographics policy matters should be directed to 


rog 
at [ 


or the following address: 


Federal Bureau of Investigation 
J. Edgar Hoover Building 
Room 4933 

935 Pennsylvania Avenue, N.W. 
Washington, D.C. 20535-0001 


It is requested that Mr. Weaver and 
placed on your official mailing list. 


be 
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Sincerely yours, 


Eugene J. O'Leary III 
Deputy Assistant Director 
Information Resources Division 


2 





National, W. 

x T - Archives at College Park 



8601 Adelpbi Road College Park, Maryland 20740-6001 


June 23, 1997 


Chief, Archival Subunit 
Federal Bureau of Investigation 
935 Pennsylvania Avenue NW - Room 4933 
Washington, D.C. 20535 


Dean 


b6 

b7C 


Thank you for your revised disposition request for the Federal Bureau of Investigation (FBI) 
abstracts, which we have registered as Job No. Nl-65-97-3. Please be advised that we will begin 
our appraisal of the abstracts as soon as the 1997 update of FBI recordkeeping by the National 
Archives and Records Administration has been completed. 


Inasmuch as your revised request has been registered, we are canceling and returning your 


original disposal request for the 
please call me at 


ibsi 

oil 


racts (Job No. N 1-65-93-21. If you have any questions. 


Sincerely, 


J Civilian Appraisal Staff 


Enclosure 
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REQUEST FOR RECOI 




DISPOSmON AUTHORITY 


LEAVE BLANK 


WO. 


TO: GENERAL SERVICES ADMINISTRATION 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 


DATE RECEIVED 


1 . FROM (N3EN5YOR ESTABLISHMENT) 

Department ofsjustice 

2. MAJOR SUBDIVISION 

Federal Bureau of Investigation 

3. ” minor" subdivision - 

Information ManagemehtDivision 


NOTIFICATION TO AGENCY 


In accordance with the provisions of 44 
U.S.C. 3303a the disposal request, including 
amendments, is approved except for items 
that may be marked “disposition not 
approved" or "withdrawn" in column 10. If no 
records are proposed for disposal, the 
signature of the Archivist is not required. 


4. NAME OF PERSON WITH WHOM ^CONFER 

5. TELEPHONE EXT. 

DATE 

MCHJVIST OF THE UNITED STATES 


\ 



6. CERTIFICATE OF AGENCY REPRESENTATIVE 





I hereby certify that I am authored in matters pertaining to the disposal of the agency’s records; that the 
records proposed for disposal in r^is Request of 1 page(s) are not now needed for the business of this 
agency or will not be needed after the retention periods specified; and that written concurrence from the 
General Accounting Office, if requiretrqnder the provisions of Title 8 of the GAO Manual for Guidance of 
Federal Agencies, is attached. 


A. GAO concurrence: [ 1 is attached; or Cx 


is unnecessary, 
b. Title 


B. DATE |C SIGNATURE OF AGENCY REPRESENTATIVE 

11 18 IS 



Records Officer - Information Management Division 


9. GRS OR 
SUPERSEDED 
JOB 

CITATION 


NUMERICAL/ ALPHABETICAL CASE FILE ABSTT^CTS 

Brief summaries abstracted from documents which have tiben placed on 
record within FBI criminal, security, applicant, personnel atm^administrative 
case files. 

Abstracts do not contain any information that is not detailed in fiiihm the 
complete document in the case file. Information captured includes ty^e of 
document, date, source and/or destination, preparer (in case of outgoingvjtems 
_ and incoming reports) L subject and case file number. 

Abstracts can not be used for historical or research purposes without the 
corresponding complete document inasmuch as the information contained 
within the abstracts is in a extremely abbreviated form. 


DISPOSITION: Destroy immediately. 


10. ACTION 
TAKEN 
(NARSUSE 
ONLY) 
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115-108 


NSN 7540-00-634-4064 


STANDARD FORM 115 (REV. 8-83) 
Prescribed by GSA 
FPMR (41 CFK) 101-11.4 



? Aoii 'Washington National Records Center 

0m gj 


Washington, DC 20409 


June 25, 1997 


Dear Records Official: 

Enclosed are Notices of Intent to Destroy Records for records 
scheduled to be destroyed October 1997. Please review these 
notices immediately and notify us if the records are_ incorrectly _ 
scheduled for destruction or must be retained for litigation or 
claims. You must notify us in writing and provide an explanation 
of why the records should be retained. You must include a new 
proposed date for destruction. 

Please note you may be charged for the storage of records that 
are correctly scheduled and for which you request an extension of 
the retention period . 

I recommend that you call the staff member listed below as soon 
as you know that an accession or portion of one must be retained 
and follow up with the letter. 

Record Groups Name.. Number 

15 thru 181-84-0088 
181-84-0110 thru 343-82-0036 
343-82-0041 thru 527-94-0077 

On some notices you will see a three line description of. the 
records in the block labeled series description. On the first 
line the initial number is the first box, the second number is 
the last box and the third number is the ending date of the 
records. The date is year followed by month. - T-he -remaining- — - 
information describes the type of records. Information on 
accessions not entered in the new format appears on the notices 
as it always has. 

Sincerely, 


Judith A. Barnes, Chief 
Accession and Disposal Branch 

Enclosures . 


66-HQ-C i\9ooS^\- S& 


National Archives 


Administration 





Washington National Records Center 




Washington, DC 20409 


June 25, 1997 


Dear Records Official: 

Enclosed are Notices of Intent to Destroy Records for records 
scheduled to be destroyed October 1997. Please review these 
notices immediately and notify us if the records are_incorrectly_ 
scheduled for destruction or must be retained for litigation or 
claims. You must notify us in writing and provide an explanation 
of why the records should be retained. You must include a new 
proposed date for destruction. 

Please note you may be charged for the storage of records that 
are correctly scheduled and for which you request an extension of 
the retention period . 

I recommend that you call the staff member listed below as soon 
as you know that an accession or portion of one must be retained 
and follow up with the letter. 



Record Groups Name.. Number 

15 thru 181-84-0088 
181-84-0110 thru 343-82-0036 
343-82-0041 thru 527-94-0077 

On some notices you will see a three line description of. the 
records in the block labeled series description. On the first 
line the initial number is the first box, the second number is 
the last box and the third number is the ending date of the 
records. The date is year followed by month. - T-he -remaining- 
information describes the type of records. Information on 
accessions not entered in the new format appears on the notices 
as it always has. 

Sincerely, 


Judith A. Barnes, Chief 
Accession and Disposal Branch .. 

Enclosures ... 
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± T /\rcbives at College Park 



8601 Adelphi Road College Park, Maryland 20740-6001 


June 30, 1997 


Chief, Archival Subunit 
Federal Bureau of Investigation 
935 Pennsylvania Avenue NW - Room 4933 
Washington, D.C. 20535 


Dean 


Per our telephone conversation of June 25, 1997, 1 am withdrawing Job. No. Nl-65-97-2 and 
returning your SF 1 15. The records described on it are already covered by Job No. Nl-65-88-3, 
which authorizes the Federal Bureau of Investigation to destroy immediately those temporary files 
whose destruction is mandated by court order. 


If you have any questions, please call me at 


Sincerely. 


Civilian Appraisal Staff 
Enclosure 
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REQUEST FOR RECO 


DISPOSITION AUTHORITY 




• N)\TIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR) 
WASHINGTON, DC 20408 


. FROM (Agency or establishment) 
Department of Justice 


. MAJOR SUBDIVISION 
Federal Bureau o\lnvestigation 


. MINOR SUBDIVISl 
Information ResourcekDivision 


, NAME OF PERSON WITH WHOM TO CONFER 


|5. TELEPHONE 



'DATE RECEIVED 


7 


NOTIFICATION TO AGENCY 


In accordance with the provisions of 44 
U.S.C. 3303a the disposition request, 
including amendments, is approved except 
for items that may be marked "disposition not 
approved” or "withdrawn" in column 10. 


YTE ARCHIVIST OF THE UNITED STATES 


3. AGENCY CERTIFICATION \ 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposition of its 
records and that the records proposed for disposal on the attached i page(s) are not now needed b 

for the business of this agency or vvill not be needed after the retention periods specified; and that written 
concurrence from the General Accounting Office, under the provisions of Title 8 of the GAO Manual for 
Guidance of Federal Agencies, \ 


is not required; 


attached; or 


has been requested. 



FBI Archives Specialist 



8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 


9. GRS OR 
SUPERSEDED 
JOB CITATION 


10. ACTION 
TAKEN (NARA 
USE ONLY) 


Case files, or any portions of the contents, including specific information within 
individual documents, whose continued maintenance by o\e FBI may conflict with 
the provisions of the Privacy Act of 1974 (Title 5, United States Code [USC], 
Section 552a); the Federal Youth Corrections Act (Title 18, c(SC, Section 5021); 
the Controlled Substance Act (Title 18, USC, Section 3607 / Thte 21, USC, 
Section 844); in accordance with guidelines of the Federal Pre-Tnd Diversion 
probation program or is mandated by Court Order. \ 


DISPOSITION: 

A. Case files authorized for eventual destruction by a NARA-approved 
disposition schedule. 

DESTROY immediately. 

B. Remaining Case Files 

Submit SF-115 to NARA for appraisal on an individual basis. 


NOTE: This is in amendment to NARA Job Number N 1-65-88-03, approved on 
1 / 20 / 88 . 



115-109 


NSN 7540-00-334-4064 
PREVIOUS EDITION NOT USABLE 


STANDARD FORM 1 15 {REV. 3-91) 

Prescribed bwNARA 
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Date September 26, 1997 

Reply to 

Attn of : NWR 08.97 

Subject MEMORANDUM TO FEDERAL RECORDS OFFICERS : Final report on GILS 
T implementation by Federal agencies 


GILS is a Federal government- wide initiative that identifies public information resources, 
describes the information available in those resources, and provides assistance in obtaining 
the information. Every Executive Branch agency was required to have a GILS system in 
place by December 1995. In December 1995, the Archivist recommended that the GILS 
Board conduct an evaluation of GILS to determine if the service was meeting user 
information needs. The board approved the reco mmendation and fiv e Federal agencies, 
incl uding NARA. fu nded the study, conducted by of Syracuse University 

and }f the University of North Texas. The Office of Management and Budget 

was involved in tins effort as well as an advisory group representing eight federal agencies. 

completed their study this June and recently released their report, which 
is available on the Internet <http://www-lan.unt.edu/slis/research/gilseval/titpag.htm>. The 
report contains a variety of findings and recommendations organized around four broad 
categories called “opportunities.” The opportunity to “resolve GILS relationship with other 
information handling functions” has particular importance for records managers. 

The study found that GILS has not worked as an effective records management tool for 
scheduling records. Initially, the hope was that GILS could support both public access and 
records management activities. For example, the OMB Bulletin 95-01 (which mandated the 
establishment of GILS in the Executive Branch) actively promotes GILS as a records 
management tool, even to the extent of suggesting that GILS could be used in place of the 
~SF 115, Request for Records Disposition Authority, for records scheduling. However, ~ 
experience has shown that GILS does not adequately support records scheduling for three 


Agencies are describing all kinds of information in GELS records -- individual 
pamphlets, books, motion pictures, catalogs of publications based on subjects, 
individual automated information systems as well as aggregated systems. Because 
records managers inventory and schedule records at the series level, these 
different aggregations do not match normal schedule entries. 
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2. The GILS data elements do not provide all the information required for 
scheduling. 

3. The current implementation of GILS does not take into account the processes 
upon which the scheduling and appraisal are based. These include workflow 
procedures, authorization, and security requirements that are not a part of the 
current GILS. 

For these reasons, NARA supports the study’s recommendation to “uncouple the GILS from 
records management.” 

At the same time, the study recommends using GILS primarily as a information dissemination 
tool for public access to Government information. Adoption of this recommendation to 
focus GILS' purpose is supported by the recommendation not to diffuse GILS by trying to 
use it for records scheduling. 

Although GILS may not be the best mechanism for automating records management, it is a 
useful resource for records managers. Some agencies, most notably the Treasury 
Department and the Environmental Protection Agency, currently are using GILS as one 
means of identifying records that need to be scheduled. Also, some NARA appraisal 
archivists monitor GILS to find agency information resources that have yet to be scheduled. 
Thus GELS provides benefits for records managers apart from the original concept that GILS 
could be used as a way to automate development of schedule items and submission of 
schedules to the NARA. 

The two recommendations described above also complement NARA's plan to develop a life- 
cycle system for managing Federal records that would include records surveying and 
inventorying, scheduling, and appraisal as its major components. In addition, the system 
would allow access to approved records schedules. The system will be developed follo_wing 
a business process reengineering (BPR) of the NARA appraisal and scheduling processes, as 
called for in the Strategic Plan. This BPR, which NARA plans to begin in FY 1999, will 
involve NARA’s stakeholders and should result in more effective, timely, and streamlined 
processes for scheduling agency records. 

NARA believes that adoption of the two recommendations will make GILS more effective as 
a public access tool while paving the way for a fully functional sutomated records 
management system. A true records management system would not duplicate GILS but 
would be developed from re-engineered processes. It will require different information than 
is needed for public access in some respects, organize the information differently, and include 
systems capabilities such as electronic authentication and enhanced security. Regardless of 


* f 


the outcome of the study, NARA will remain active in the evolution of GILS and will 
continue to work with the Office on Management and Budget on the revision of the OMB 
Circular 95-0 1 , due to expire this coming November. 



MICHAEL L. MILLER 


Director, Records Management Programs 
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November 7, 1997 
NWR 01.98 

MEMORANDUM TO AGENCY RECORDS OFFICERS AND INFORMATION 
RESOURCE MANAGERS: Electronic Availability of Agency Records Schedules. 


In 1996, the National Archives and Records Administration (NARA) launched a prototype 
project to make agency records disposition schedules available through World Wide Web 
technology. Known as the Agency Records Disposition Online Resource (ARDOR), the 
project gathered electronic copies of agency schedules, converted the copies into Hypertext 
Markup Language (HTML), and made them available for viewing with a web browser. At 
least partial schedules for 38 agencies are presently included in the system and are full-text 
searchable. Access to ARDOR is now limited to NARA staff through our internal Intranet; a 
limited number of records managers in Federal agencies also have access via special technical 
arrangements. 

We are planning to make ARDOR available from our public web page by December 31, 

1997. This will mean that anyone with a connection to the World Wide Web will be able to 
view all agency schedules in the system. 


The principal rationale for creating ARDOR has been to test various aspects of having | 

schedules on line in order to develop user requirements for a true automated life-cycle j 

records management system as described in our revised Strategic Plan for 1997-2007, Ready [ 

Access to Essential Evidence. For us, ARDOR is a test vehicle to identify internal user needs - { 

for the future system that will support scheduling and appraisal and allow staff to learn what }■ 

capabilities a system would need to be most useful. It also allows us to examine the range of f 

schedule formats used by agencies and determine which might serve as models we should f 

investigate further during development of the automated system. That having been said, we j 

do recognize that the data in ARDOR, limited though it is, is useful in itself. [ 

i 

It is appropriate to expand access to the ARDOR prototype at this time for three reasons. : 

First, it is a valuable tool as we begin to implement the goals outlined in the NARA Strategic j 

Plan. One of our principal goals is an increased focus on the front-end of the records life [ 

cycle to ensure essential evidence is created, identified, maintained, and appropriately j 
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scheduled. ARDOR will contribute to this goal by helping identify and refine our customers’ | 

needs for records disposition information. This is an essential step as we prepare to conduct l 

a comprehensive Business Process Reengineering study of appraisal and scheduling. | 

' (■ 

K 

Second, records scheduling in the Federal government has historically been a decentralized j- 

process that involves many different agencies, and hence many different requirements. [-. 

ARDOR will be instrumental in allowing us to analyze how different agencies use records f 

schedules to manage records. ARDOR will also allow our internal and external customers to |- 

test and comment on a system that provides multi-agency access to disposition information. I 

This will assist our Business Process Reengineering study in developing the concrete jr 

requirements needed to build a records life cycle information system. Many records I 

managers from Federal agencies (as well as from state and local governments) have requested | 

use of ARDOR. There is a demand for disposition information across the government to | 

analyze how records generated from similar functions are appraised and scheduled. Access j. 

to ARDOR will help strengthen the development and application of records disposition 
schedules right away. 

Finally, it is clear that ARDOR will meet an important information dissemination need beyond 
the records management community. Public interest groups and individual citizens wish to 
use the system to guide their understanding of how the current functions of government are 
documented. We are eager to support this need, to the extent that ARDOR can at this point. 

As stated in our Strategic Plan, we are fully committed to helping the American people 

inspect for themselves the record of what government has done. ARDOR will assist people 

in their search for this information and will also help agencies to provide it. As a repository f. 

of records schedule information, ARDOR will reduce the burden on agencies to provide 

records disposition information to individual requestors. 

It is important to understand that, as a prototype, ARDOR has a number of inherent | 

limitations. There is no intent, now or in the fUture, to cover all Federal agencies, or provide | 

schedules for all records of agencies that are included. As noted above, the effort to i 

centralize schedule information in electronic form is just getting underway. In addition, j 

ARDOR is strictly a reference tool and does not serve as an authoritative source for records \ 

schedules. We work in close partnership with agencies to keep the system as accurate and up [ 

to date as possible, but the infrastructure needed to assure complete accuracy does not yet [ 

exist. All users are instructed to consult with official agency records schedules for f 

authoritative disposition information. ARDOR will provide the name and address of the j 

agency records management officer (or other designated individual) for each posted schedule. j 

{ 

To maximize the benefits of the ARDOR pilot project, we would like to include as many | 

schedules as feasible. Please let us know if your agency wishes to participate. j 
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Attachment 

Records Management Training Opportunities, Washington, DC 
Available in November and December 1997 

Managing Electronic Records, November 1 8-20, Archives II 

Creating and Maintaining Adequate and Proper Documentation, December 1-2, Archives II 
Records Scheduling and Disposition, December 3-4, Archives II 
Evaluating and Promoting Records Management, December 5, Archives II 
Using the WNRC Services, December 9, Washington National Records Center 


to register for classes call 

at 


extension 


or e-mail ai 

\ @archJ. nara. gov 




for more information and a complete course listing for FY98, visit the NARA Web site at: 

http: //www. nara. gov/nara/rm/tb98. html 
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Washington National Records Center 


Washington, DC 20409 



; J. EDGAR HOOVER BL'DB •••• ROOM 4933 

j 935 Pennsylvania Aye-,. N „ V 
i WAfSHTNGTON, DC 20535-0001 


October 15, 1997 
Dear Records Official: 


Received by 


Date 


Enclosed are three items: 

• Notices of Intent to Destroy Records for Record Groups 

v>Jx_ . ( These 

records are scheduled to be destroyed in January 1998. 
Because of our delay in sending the Notices to you, we will 
not begin disposing of these records before January 23, 

1998. 

• A copy of a printout which lists all the records for which 
you are receiving a notice. We hope that the printout will 
help you track the notices. 

• A copy of this letter. Please acknowledge receipt of these 
notices by immediately signing, dating, and returning the 
letter in the envelope provided. Returning the letter only 
acknowledges that you received the notices; it does not mean 
that you agree that the records are correctly scheduled. 

Please review these notices immediately and notify us if the 
records are incorrectly scheduled for destruction or must be 
retained for litigation or claims. You must notify us in writing 
and provide an explanation of why the records should be retained. 
You must include a new proposed date for destruction. 

You mav be charged for the storage of records that are correctly 
scheduled and for which vou request an extension of the retention 


I recommend that you call the staff member listed below as soon 
as you know that an accession or portion of one must be retained 
and follow up with the letter. 


Record Groups 


Name 


Number 
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12 thru 88-93-0031 
88-93-0125 thru 338-91-0323 
338-91-0326 thru 527-97-0007 

On some notices you will see a three line description of the 
records in the block labeled series description. On the first 
line the initial number is the first box, the second number is 
the last box and the third number is the ending date of the 
records. The date is year followed by month. The remaining 
information describes the type of records. Information on 
accessions not entered in the new format appears on the notices 
as it always has. 


Sincerely, 



Enclosures 

































Washington National Records Center 


4205 Suitland Road Suitland, MD 20746-8001 
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March 19, 1998 

Dear Records Official: 


p^eueiveu uy 


ua i_e 





Enclosed are three items: 

• Notices of Intent to Destroy Records for Record Groups 

fcfT . These 

records are scheduled to be destroyed in July 1998 . 

• A copy of a printout which lists all the records for which 
you are receiving a notice. We hope that the printout will 
help you track the notices. 

• A copy of this letter. Please acknowledge receipt of these 
notices by immediately signing, dating, and returning the 
letter in the envelope provided. Returning the letter only 
acknowledges that you received the notices; it does not mean 
that you agree that the records are correctly scheduled. 


Please review these notices immediately and notify us if the 
records are incorrectly scheduled for destruction or must be 
retained for litigation or claims. You must notify us in writing 
and provide an explanation of why the records should be retained. 
You must include a new proposed date for destruction. 

You mav be charged for the storage of records that are correctly 
scheduled and for which you request an extension of the retention 
B&rigd. 


I recommend that you call the staff member listed below as soon 
as you know that an accession or portion of one must be retained 
and follow up with the letter. Our fax number is 301-457-7117. 

Record Groups Name Number 


13 thru 064-84-0009 
064-94-0031 thru 357-73-0091 
357-76-0068 thru 527 

&£>-UG><\\ c tOoS°l~6 > l 

National Archives amt Records Administration 



On some notices you will see a three line description of the 
records in the block labeled series description. On the first 
line the initial number is the first box, the second number is 
the last box and the third number is the ending date of the 
records. The date is year followed by month. The remaining 
information describes the type of records. Information on 
accessions not entered in the new format appears on the notices 
as it always has. 


Sincerely, 




/Judith A. Barnes, Chief 
Accession and Disposal Branch 


Enclosures 
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WGS at College Park 


8601 Adelphi Road College Park, Maryland 20740-6001 


May 15, 1998 


Chief of Staff 

Department of Justice 

Tenth and Constitution Avenue, NW 

Washington, DC 20530 

Dear Mr. Hogan: 

In November 1997, OMB directed the National Archives and Records Administration’s 
(NARA) to switch its records center program from a direct funded to a fully reimbursable 
program by FY 2000. Many agencies were notified of this determination through the OMB 
budget passback process. Since notification, NARA has been working on details of how the 
reimbursable program will work and on preparing cost estimates for Federal agencies. As part 
of the process, NARA will enter into Interagency Agreements with its customer departments 
and agencies, and will establish a regular, periodic billing cycle in each agreement. To assist 
your agency in planning for the expense of records center services for the FY 2000 budget 
process, NARA estimates your agency’s total cost for FY 2000 at $2,192,900. This charge 
consists of two components as follows: 

(1) The first component is for all costs related to physically maintaining the 
662,200 cubic feet of Department of Justice records stored in the records center 
system. The storage cost is projected to be $2.08 per cubic foot for a total 
storage service cost of $1,377,400; this charge is estimated and based on your 
agency’s records inventory as of the end of FY 1997. Storage service costs are 
based on 1997 and 1998 actual obligations and rent rates, respectively, 
compounded to fiscal year 2000 using OMB Federal pay raise assumptions and 
non-pay category inflation rates. 

(2) The second component is a base level service fee that covers all costs 
related to the accessioning, disposal, referencing, refiling, and interfiling, and 
all other functions performed in the servicing of Department of Justice records. 

This base level fee is your agency’s share of these costs in relation to the 
volume of Department of Justice records stored in the records center system. 

This charge is estimated at $81 5,500. 

In developing the base level service fee, only agencies with similar service 
levels and costs were considered. Service costs for agencies and records that 
are atypical, such as Internal Revenue Service tax returns and Department of 
Defense official military personnel folders were excluded from this base level 
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service fee calculation. As with the storage service fee, the base level service 
fee has been compounded to fiscal year 2000 using OMB Federal pay raise 
assumptions and non-pay category inflation rates. 

Since the estimated storage and base level service costs are based on actual FY 1997 records 
holdings, any increases/decreases over the next three (3) years will affect your agency’s 
charges in FY 2000. Records center holdings are currently increasing at a rate of 2.5 percent 
a year. Although the specific increase for your agency’s records center holdings may vary, the 
2.5 percent is a good factor to use in budgeting for growth. The base level service will also 
increase/decrease in relation to the volume of your agency’s records. 


Legislation is required to establish the revolving fund that will be used to finance these 
operations. NARA is actively pursuing the appropriate language with OMB for enactment in 
time for the FY 2000 appropriation cycle. OMB has stipulated that NARA is to be the sole 
source for agency records center services through FY 2002 for agencies currently using NARA 
records centers. Records accessions through FY 2002 should continue to be transferred to 
NARA’s records centers. Agencies currently storing records in agency or private sector 
records centers may continue to do so. This is to allow NARA sufficient time to work with 
GSA to reduce rent costs and for NARA to achieve other cost efficiencies. After FY 2002, 
agencies may choose to store records with NARA, a private sector records center, or establish 
its own agency records center pursuant to guidelines that NARA will issue. NARA’s goal is 
to provide your agency with the best balance of service and cost so that NARA will be your 
records center provider of choice. 


In closing, I would like to emphasize that the cost estimates provided above are preliminary 
and subject to change. We hope you wil l find them usefu l in preparin g your FY 2000 budget. 


If you have any questions, pleas e contact^ 


bf my staff a 


l 


Sincerely, 


Assistant Archivist for 
Regional Records Services 




cc: 
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Department of Justice 
Systems Policy StaMRM/JMD 
Suite 850, WCTR 
1001 G Street NW 
Washington DC 20530 


Department of Justice 
U.S. Marshals Service 
Suite 990 

600 Army-Navy Drive 
Arlington VA 22202-4210 


Department of Justice 
Bureau of Prisons 

Communications and Archives Section 
320 First Street NW 
Washington DC 20534 


Department of Justice 

Drug Enforcement Administration (AMRR) 

Room W9168 

700 Army Navy Drive 

Arlington, VA 22202 

David V. Kitchen 
Department of Justice 
Federal Bureau of Investigation 
Field Information Support Section 
Room 5336D, JEH Building 
935 Pennsylvania Avenue NW 
Washington DC 20535-0001 



Department of Justice 
Federal Bureau of Investigation 
J.E. Hoover Building, Room 4933 
935 Pennsylvania Avenue NW 
Washington DC 20535-0001 



Department of Justice 

Foreign Claims Settlement Commission 

Room 6002 

600 E Street NW 

Washington DC 20579 




• # 

Washington National Records Center 

4205 Suitland Road Suit-land, MD 20746-8001 


June 29, 1998 


Dear Records Official: 

Enclosed are Notices of Intent to Destroy Records for records 
scheduled to be destroyed October 1998. Please review these 
notices immediately and notify us if the records are incorrectly 
scheduled for destruction' or must' be 'retained for litigation or 
claims. You must notify us in writing and provide an explanation 
of why the records should be retained. You must include . a new 
proposed date for destruction. 

Please note you mav be charged for the storage of records that 
are correctly scheduled and for which you request an extension of 
the retention period . 

I recommend that you call the staff member listed below as soon 
as you know that an accession or portion of one must be retained 
and follow up with the letter. 

Record Groups ■ Name Number 


b 

b 


On some notices you will see a "three line description of the 
records in the block labeled series description. On the first 
line the initial number is the first box, the second number is 
the last box and the third number is the ending date of the 
records. The date is year followed by month. The remaining 
Information describes the' type of records. Information on 
accessions not entered in the new format appears on the notices 
as it always has.' 

Sincerely, 


Accession ana Disposal tsrancn 
Enclosures 
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12 thru 307-93-0069 
307-93-0116 thru 345-93-0034' 
34 6-72A3059 thru 527-97-0045 
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NOTICE OF INTENT TO DESTROY RECORDS 



DISPOSAL DATE 

199810 


The records described in this notice appear eligible lor disposal on the date shown. In 
accordance with 36 CFR 1228.164(c), they will be destroyed 90 days from the date of 
(his notice. You should annotate your SF 135 (all copies) to show that the records 
have been destroyed. No other action is required, It you do not concur in the scheduled 
destruction ol these records, you may request an extension of the retention period by 
providing written justification (including a proposed new disposal date) within the 
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WASHINGTON NATIONAL RECORDS 
CENTER . ' , 

WASHINGTON, OC 20409 
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8601 Adelphi Road College Park, Maryland 20740-6001 


August 5, 1998 
NWM15.98 

MEMORANDUM TO AGENCY RECORDS OFFICERS: Request for comment on proposed 
changes to the General Records Schedules 


The National Archives and Records Administration published the enclosed notice in the Federal 
Register today, to request comments on a proposed change to the General Records Schedules. The 
proposed schedule, Nl-GRS-98-2, contains items that are currently scheduled with an indefinite 
retention, e.g., "destroy when no longer needed." These items need to be changed because the 
Archivist has determined that indefinite retention periods aie inappropriate for the GRS. In 
conducting the review of the GRS items with indefinite retention periods, NARA identified a few 
items that were described as "duplicates" or otherwise clearly nonrecord copies. These items will 
be deleted because a definitive Government-wide retention period cannot be applied to nonrecord 
materials, and the item numbers will be reserved to preserve the current numbering for the 
continuing authorities. 

The Federal Register notice contains the full text of the GRS items that will be changed and an 
explanation for the proposed retention period for each item. We urge you to review the proposed 
changes carefully, and coordinate with the offices within your agency that maintain the records 
covered by the items in the schedule. Please take careful notice of the proposed retention periods. 
The GRS disposition instructions are mandatory for all Federal agencies subject to the Federal 
Records Act. If. any of the proposed retention periods seem inappropriate for your agency, please 
notify us in writing as provided in the Federal Register notice, with an explanation of why any of 
the retention periods are not satisfactory. We need your response by the end of the comment 
period (September 4) in order to consider it before the Archivist approves the schedule. If the final 
changes do not meet your agency's needs, you will need to submit an SF 1 15, Request for Records 
Disposition Authority, in accordance with 36 CFR 1228.42. 

The Federal Register notice may be accessed on the Internet by filling out the form at 
<http://www.access.gpo.gov/su_docs/aces/acesl40.html>. Choose "1998 Federal Register," enter 
the date of the notice (08/05/98), and enter "National Archives and Records Administration" in the 
search field. 
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The notice contains instructions for submitting comments. Please be sure the enter the registration 
number for the schedule, "Nl-GRS-98-2," in the subject line if you use electronic mail or 
otherwise prominently cite the number in your response. We look forward to hearing from you. 



MICHAEL L. MILLER 


Director, Modem Records Programs 
Enclosure 
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for the enforcement of the Act or for 
developing information regarding the 
causes and prevention of occupational 
injuries, illnesses, and accidents. 

In 219 CFR 1910.132, Personal 
Protective Equipment (PPE) , employers 
are required to perform a hazard 
assessment of the workplace and to 
certify that it has been performed. They 
are also required to certify that their 
employees have received, and 
understood PPE training. 

OSHA inspectors will require 
employers to provide them with access 
to information during Agency 
inspections. The documents, which can 
be written or computer generated, are 
needed to verify that employers are in 
compliance with the standard. 
Additionally, the documents may be 
used as a "grandfather" mechanism. 
That is, an employer can verify that an 
existing hazard assessment and/or 
training program already meets the 
standards. This will eliminate the need 
for the employer to reassess the 
workplace or retrain employees. 

Todd R. Owen, 

Departmental Clearance Officer. 

1FR Doc. 98-20927 Filed 8-4-98; 8:45 am] 

BILLING CODE 4510-27-M 

DEPARTMENT OF LABOR 

Employment and Training 
Administration 

Migrant and Seasonal Farmworker 
Advisory Committee 

AGENCY: Employment and Training 
Administration (ETA), U.S, Department 
of Labor. 

ACTION: Notice of establishment of the 
Migrant and Seasonal Farmworker 
Employment and Training Advisory 
Committee. 


SUMMARY: A Committee has been 
established to advice the Secretary and 
the Assistant Secretary for Employment 
and Training (ETA) regarding the 
overall operation and administration of 
Migrant and Seasonal Farmworker 
programs authorized under Title IV, 
Section 402 of the Job Training 
Partnership Act, as amended, as well 
the coordination of other programs 
providing services to migrant and 
seasonal farmworkers. The Committee 
shall prepare and submit directly to the 
Secretary, not later than January 1 of 
each even numbered year, a report 
containing information on the progress 
of migrant and seasonal farmworker job 
training programs and recommendations 
for improving their administration and 
effectiveness. 


The Committee will consist of 
approximately fifteen members as 
follows: twelve (12) members from the 
Section 402 community appointed by 
the Secretary from among individuals 
nominated by Section 402 grantee 
organizations, and three (3) members 
from organizations, associations and 
other Federal agencies with expertise 
relative to migrants and seasonable 
farmworkers, to be appointed directly 
by the Secretary. The membership of the 
Committee shall represent all 
geographic areas of the United States, 
including the Commonwealth of Puerto 
Rico, with a substantial migrant and 
seasonal farmworker population. A 
majority of the members shall have field 
experience in the operation and 
administration of Section 402 programs. 

The Committee will function solely as 
an advisory body and in compliance 
with the provisions of the Federal 
Advisory Committee Act. 

ADDRESSES: Any written comments in 
response to this notice should be sent to 
the following address: Anna W. 
Goddard, Director, Office of National 
Programs, U.S. Department of Labor, 
Employment and Training 
Administration, Room N-4641, 200 
Constitution Avenue, NW., Washington, 
D.C. 20210. Telephone: (202) 219-5500, 
extension 122 (this is not a toll free 
number). 

Signed at Washington, D.C. this 30th day 
of July, 1998. 

Alexis M. Herman, 

Secreta/y of Labor. 

[FR Doc. 98-20925 Filed 8-4-98; 8:45 ami 

BILLING CODE 4510-30-M 


NATIONAL ARCHIVES AND RECORDS 
ADMINISTRATION 

Changes to the General Records 
Schedules; Request for Comments 

AGENCY: National Archives and Records 
Administration, Office of Records 
Services — Washington, D.C. 

ACTION: Notice, 

SUMMARY: NARA is required by 44 
U.S.C. 3303a(a) to provide an 
opportunity for public comment on 
proposed records schedules that will 
authorize the destruction of Federal 
records. This notice contains the full 
text of proposed changes to the General 
Records Schedules which are issued by 
NARA to provide mandatory disposal 
authorities for temporary administrative 
records common to several or all 
Federal agencies (44 U.S.C. 3303a(d)). 
NARA is departing from its normal 
practice of publishing notice of 


availability of records schedules in this 
instance in order to accelerate the 
review process and maximize the 
exposure of the proposed changes. This 
notice also includes the rationale for the 
proposed changes, equivalent to the 
appraisal report. Consequently, this 
notice provides all available information 
for interested parties who may wish to 
comment. 

DATES: Comments must be received on 
or before September 4, 1998. 

ADDRESSES: Comments may be sent 
electronically to the e-mail address 
<records.mgt@arch2.nara.gov>. If 
attachments are sent, please transmit 
them in ASCII, WordPerfect 5. 1/5.2, or 
MS Word 6.0. Comments may also be 
submitted by mail to the Life Cycle 
Management Division (NWML), 

National Archives and Records 
Administration, 8601 Adelphi Road, 
College Park, MD 20740-6001, or by 
FAX to 301-713-6852 (attn: Marc 
Wolfe) . In order for comments to be 
considered, the NARA registration 
number for this schedule — Nl-GRS-98- 
2 — must be included in a subject line or 
otherwise prominently stated. 

FOR FURTHER INFORMATION CONTACT: 
Michael L, Miller, Director Modern 
Records Programs (NWM) , National 
Archives and Records Administration, 
8601 Adelphi Road, College Park, MD 
20740-6001. Telephone: 301-713-7110. 
E-mail: <records.mgt@arch2. nara.gov>. 
SUPPLEMENTARY INFORMATION: Each year 
Federal agencies create billions of 
records on paper, film, magnetic tape, 
and other media. To control this 
accumulation, agency records managers 
prepare schedules proposing retention 
periods for records and submit these 
schedules for NARA approval, using the 
Standard Form (SF) 115, Request for 
Records Disposition Authority. These 
schedules provide for the timely transfer 
into the National Archives of 
historically valuable records and 
authorize the disposal of all other 
records after the agency no longer needs 
the records to conduct its business. No 
Federal records are authorized for 
destruction without the approval of the 
Archivist of the United States. Two 
mechanisms are used to provide that 
approval— agency schedules and 
General Records Schedules. Agencies 
develop and submit to NARA for 
approval schedules for the records that 
are unique to the agency. Once 
approved by the Archivist, the agencies 
may apply the approved disposition 
authorities to the records for as long as 
they remain unchanged. To reduce the 
effort required of agencies in scheduling 
all their records, the National Archives 
and Records Administration issues 
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General Records Schedules to provide 
disposal authorities for temporary 
administrative records that are common 
to several or all agencies. 

The changes proposed in Nl-GRS- 
98-2 consist of items that are currently 
scheduled with an indefinite retention, 
e.g., “destroy when no longer needed.” 
Because the Archivist has determined 
that indefinite retention periods are 
inappropriate for the GRS. Nl-GRS-98- 
2 was developed to replace the 
indefinite retention periods with more 
specific retention periods. In conducting 
the review of the GRS items with 
indefinite retention periods, NARA 
identified a few items that were 
described as “duplicates” or otherwise 
clearly nonrecord copies. These items 
will be deleted because a definitive 
Government-wide retention period 
cannot be applied to nonrecord 
materials, and the item numbers will be 
reserved to preserve the current 
numbering for the continuing 
authorities. 

The proposed schedule, Nl-GRS-98- 
2, contains the following provisions: 

GRS 1, Civilian Personnel Records 

4. Offers of Employment Files. 

Correspondence, including letters and 
telegrams, offering appointments to 
potential employees. 

a. Accepted offers. 

Destroy when appointment is 
effective. 

23. Employee Performance File 
System Records. 

a. Non-SES appointees (as defined in 
5U.S.C. 4301(2)). 

(3) Performance-related records 
pertaining to a former employee. 

(a) Latest rating of record 3 years old 
or less, performance plan upon which it 
is based, and any summary rating. 

(b) All other performance plans and 
ratings. 

Destroy when 4 years old. 

(5) Supporting documents. 

Destroy 4 years after date of appraisal, 
b. SES appointees (as defined in 5 
U.S.C. 3132a(2)). 

(2) Performance-related records 
pertaining to a former SES appointee. 

(a) Latest rating of record that is less 
than 5 years old, performance plan upon 
which it is based, and any summary 
rating. 

(b) All other performance ratings and 
plans. 

Destroy when 5 years old. 

(4) Supporting documents. 

Destroy 5 years after date of appraisal. 

36. Federal Workplace Drug Testing 
Program Files. 

Drug testing program records created 
under Executive Order 12564 and 
Public Law 100-71, Section 503 (101 


Stat. 468), EXCLUDING consolidated 
statistical and narrative reports 
concerning the operation of agency 
programs, including annual reports to 
Congress, as required by Public Law 
100-71, § 503(f). 

This authorization does not apply to 
oversight program records of the 
Department of Health and Human 
Services, the Office of Personnel 
Management, the Office of Management 
and Budget, the Office of National Drug 
Control Policy, and the Department of 
Justice. 

a. Drug test plans and procedures, 
EXCLUDING documents that are filed in 
record sets of formal issuances 
(directives, procedures handbooks, 
operating manuals, and the like.) 

Agency copies of plans and 
procedures, with related drafts, 
correspondence, memoranda, and other 
records pertaining to the development 
of procedures for drug testing programs, 
including the determination of testing 
incumbents in designated positions. 

Destroy when 3 years old or when 
superseded or obsolete. [See note (2).] 

Notes: (2) Any records covered by items 
36a-e that are relevant to litigation or 
disciplinary actions should be disposed of no 
earlier than the related litigation or adverse 
action case file(s). 

General Records Schedule 3 t 
Procurement, Supply and Grant 
Records 

16. Contractor’s Statement of 
Contingent or Other Fees. 

Standard Form 119, Contractor’s 
Statement of Contingent or Other Fees, 
or statement in lieu of the form, filed 
separately from the contract case file 
and maintained for enforcement or 
report purposes. 

Destroy when superseded or obsolete. 

General Records Schedule 14, 
Information Services Records 

1. Information Requests Files. 

Requests for information and copies 
of replies thereto, involving no 
administrative actions, no policy 
decisions, and no special compilations 
or research and requests for and 
transmittals of publications, 
photographs, and other information 
literature. 

Destroy when 3 months old. 

14. FOIA Reports Files. 

Recurring reports and one-time 

information requirements relating to the 
agency implementation of the Freedom 
of Information Act, EXCLUDING annual 
reports to the Congress at the 
departmental or agency level. 

Destroy when 2 years old. 

15. FOIA Administrative Files. 

Records relating to the general agency 

implementation of the FOIA, including 


notices, memoranda, routine 
correspondence, and related records. 

Destroy when 2 years old. 

26. Privacy Act General 
Administrative Files. 

Records relating to the general agency 
implementation of the Privacy Act, 
including notices, memoranda, routine 
correspondence, and related records. 

Destroy when 2 years old. 

34. Mandatory Review for 
Declassification Reports Files. 

Reports relating to agency 
implementation of the mandatory 
review provisions of the current 
Executive Order on classified national 
security information, including annual 
reports submitted to the Information 
Security Oversight Office. 

Destroy when 2 years old. 

35. Mandatory Review for 
Declassification Administrative Files. 

Records relating to the general agency 
implementation of the mandatory 
review provisions of the current 
Executive Order on classified national 
security information, including notices, 
memoranda, correspondence, and 
related records. 

Destroy when 2 years old. 

General Records Schedule 16, 
Administrative Management Records 

2. Records Disposition Files. 

Descriptive inventories, disposal 
authorizations, schedules, and reports. 

a. Basic documentation of records 
description and disposition programs, 
including SF 115, Request for Records 
Disposition Authority; SF 135, Records 
Transmittal and Receipt; SF 258, 
Request to Transfer, Approval, and 
Receipt of Records to National Archives 
of the United States; and related 
documentation. 

(1) SF 1 15s that have been approved 
by NARA. 

Destroy 2 years after supersession. 

(2) Other records. 

Destroy 6 years after the related 
records are destroyed, or after the 
related records are transferred to the 
National Archives, whichever is 
applicable. 

b. Routine correspondence and 
memoranda. 

Destroy when 2 years old. 

7. Records Management Files. 

Correspondence, reports, 
authorizations, and other records that 
relate to the management of agency 
records, including such matters as 
forms, correspondence, reports, mail, 
and files management; the use of 
microforms, ADP systems, and word 
processing; records management 
surveys; vital records programs; and all 
other aspects of records management 
not covered elsewhere in this schedule. 
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disposition instruction will be retained, 
but the clause containing the phrase “if/ 
when no longer needed” will be 
deleted. The disposition instruction for 
some of these items sets a maximum 
retention period, not a mandatory 
retention period. The indefinite (when 
no longer needed) clause allowed 
agencies to destroy the records sooner. 
For other items, the indefinite language 
allowed agencies to retain the records 
for an unspecified period of time 
beyond a minimum period. Removing 
the clause will establish uniform, 
consistent retentions periods for these 
records throughout Government. Should 
any agency wish to establish a different 
retention period, it may submit an SF 
115, Request for Records Disposition 
Authority in accordance with 36 CFR 
1228.42. 

GRS 1, item 23a(3) and (5), Non-SES 
performance records 
GRS 1, item 23b(2)(b) and (4), SES 
performance records 
GRS 1, item 36a, Drug testing records 
GRS 3, item 16, Contractors statement of 
contingent or other fees 
GRS 14, item 1, Requests for 
information 

GRS 14, items 14, 15, 26, 34, and 35, 
FOIA, Privacy Act, and mandatory 
review records 

GRS 16, item 7, Records management 
subject files 

GRS 16, items 8b (1) and (2), Committee 
files 

GRS 18, item 24b, Security violations 
files 

GRS 21, items 1, 5, 6, 8, 12, 19, and 26, 
Audiovisual records 

3. GRS 16, item 2a covers records 
disposition inventories, forms (SF 115, 
Request for Records Disposition 
Authority, SF 135, Records Transmittal 
and Receipt, and SF 258, Agreement to 
Transfer Records to the National 
Archives of the United States), and 
reports. 

Current disposition: Destroy when 
related records are destroyed, or 
transferred to the National Archives, or 
when no longer needed for 
administrative or reference purposes. 

A review of this item revealed that the 
retention period for the SF 115, which 
provides continuing records disposition 
authority, should be different from the 
other records covered by this item. 
Consequently, the proposed disposition 
provides for two sub-items: 

(1) SF 115s that have been approved 
by NARA. 

Destroy 2 years after supersession. 

(2) Other records. 

Destroy 6 years after the related 
records are destroyed, or after the 
related records are transferred to the 


National Archives, whichever is 
applicable. 

The six year retention period for sub- 
item b is based on agencies’ use of the 
SF 135 and SF 258 to determine the 
location of records in response to a 
F03A or other request for the records. 

4. GRS 16, item 2b, Routine records 
disposition correspondence. 

Current disposition instruction: 
Destroy when no longer needed. 

Revised disposition instruction: 
Destroy when 2 years old. Similar items 
in other general schedules have a two- 
year retention period. 

5. GRS 16, item 10, Microform 
inspection records. 

Current disposition instruction: 
Destroy when no longer needed. 

Revised disposition instruction: 
Destroy when 2 years old or when 
superseded, whichever is later. The 
inspection of microform copies of 
temporary records is optional (36 CFR 
1230.22(b)). Should agencies choose to 
inspect temporary microforms, the 
recommended interval is two years, but 
as agencies are not bound to that 
interval, any inspection records should 
be maintained until they are 
superseded. 

6. GRS 16, item 14e, Management 
control tracking files. 

Current disposition instruction: 
Destroy when no longer needed. 

Revised disposition instruction: 
Destroy 1 year after report is completed. 

This item covers feeder reports, 
interim reports, and other records 
created in support of the development 
of annual and other management control 
reports. The support records should be 
needed only for short-term follow-up 
purposes after the relevant report is 
finalized. 

7. The series title for GRS 17, item 3 
was modified to read “Drawings of 
Temporary Structures or Objects Not 
Critical to the Mission of the Agency,” 
and "furniture and equipment” was 
added to the description of the item. 
These changes make the item more 
accurate and complete, in concert with 
the NARA instructional guide, 
"Managing Cartographic, Aerial 
Photographic, Architectural, and 
Engineering Records.” 

8. GRS 17, items 3, 4, 6, 8, 9, and 10, 
Architectural drawings, space 
assignment plans, and paint plans and 
samples. 

Current disposition instruction: 
Destroy when no longer needed for 
administrative purposes. 

Revised disposition instruction: 
Destroy when superseded or after the 
structure or object has been retired from 
service. 

These temporary architectural - 
drawings, floor and paint plans, and 


paint samples have utility only as long 
as they accurately reflect the design and 
layout of the current structure, or as 
long as the agency is occupy ing/using 
the structure or object. 

9. GRS 17, item 5, Contract 
negotiation drawings. 

Current disposition instruction: 
Destroy when no longer needed for 
administrative purposes. 

Revised disposition instruction: 
Destroy when the final/as-built 
drawings are produced. 

These are preliminary drawings made 
during contract negotiations and are not 
needed after final working/as built 
drawings have been made. 

10. GRS 21, item 2, Personnel 
photographs. 

Current disposition instruction: 
Destroy when 5 years old or when no 
longer needed. 

Revised disposition instruction: 
Destroy when 5 years old or when 
superseded or obsolete, whichever is 
later. 

These identification and passport 
photographs are needed only for as long 
as they are current. 

11. GRS 21, items 11 and 18, Routine 
surveillance motion picture and video 
recordings. 

Current disposition instruction: 
Destroy when no longer needed. 

Revised disposition instruction: 
Destroy when 6 months old. 

These are obviously very short-term 
administrative records. Tapes and films 
that document illegal or otherwise 
questionable behavior or circumstances 
would be made part of an investigative 
file. NARA checked with several 
agencies and found a range of 2-120 
days in the recommended retention 
period. NARA is proposing 6 months to 
accommodate the spectrum. Based on 
comments received during this 
comment period, NARA may adjust this 
retention period to provide a minimum 
period that will suit the needs of most 
agencies. 

12. GRS 21, item 20, Video recordings 
of routine meetings and award 
presentations. 

Current disposition instruction: 
Destroy when no longer needed. 

Revised disposition instruction: 
Destroy when 2 years old. 

GRS items covering administrative 
correspondence and subject files 
generally have a two-year retention 
period. As these recordings contain 
similar information the same retention 
period would be appropriate. 

13. GRS 17, items 2 and 7, Duplicate 
aerial photographs and architectural 
models. 

GRS 21, items 4, 10, 13, 15, 21, 25, 
and 27, Duplicate photographs, films, 
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videos, and sound recordings; 
recreational films and videos; and 
library sound recordings. 

These items are nonrecord. The aerial 
photographs (GRS 17 /2a and b) are 
described as "unannotated duplicate 
(s)" and "unannotated prints when 
original film negatives exist." 
Architectural models are three- 
dimensional objects not normally 
considered documentary records. The 
audiovisual materials are described as 
"duplicate items in excess of record 
elements required for and films and 
videos "acquired from outside sources 
for personnel entertainment and 
recreation," and "library sound 
recordings." As such they do not meet 
the definition of Federal records, and 
therefore should be removed from the 
GRS. The disposition of the materials 
described by these GRS items should be 
provided in guidance, not records 
schedules. In order to preserve the 
numbering of the remaining items in 
these schedules, these items should be 
reserved. 

Dated: July 31, 1998. 

Geraldine N. Phillips, 

Acting Assistant Archivist for Records 
Services — Washington , DC . 

[FR Doc. 98-21023 Filed 8-4-98; 8:45 am] 

BILLING CODE 7515-01-P 


NATIONAL CREDIT UNION 
ADMINISTRATION 

Notice of Changes in Subject of 
Meeting 


announcement of this change was 
possible. 

The previously announced items 
were: 

1. Administrative Action under 
Sections 205 and 206 of the Federal 
Credit Union Act and Part 708 of 
NCUA’s Rules & Regulations. Closed 
pursuant to exemption (8). 

2. Administrative Action under 
Section 206 of the Federal Credit Union 
Act. Closed pursuant to exemptions (4), 
(7). (8), (9)(A)(ii) and 0KB). 

3. Administrative Action under 
Section 206 of the FCU Act. Closed 
pursuant to exemptions (2) and (8) . 

4. Administrative Action under Part 
704 of NCUA’s Rules and Regulations. 
Closed pursuant to exemption (8). 

5. Corporate Examiner Review Task 
Force Recommendations. Closed 
pursuant to exemption (2). 

6. Appeal from a Federal Credit Union 
of the Regional Director’s Denial of a 
Community Charter. Closed pursuant to 
exemption (8). 

7. Three (3) Administrative Actions 
under Part 745 of NCUA’s Rules and 
Regulations. Closed pursuant to 
exemption (6). 

8. Seven (7) Personnel Actions. 

Closed pursuant to exemptions (2) and 

( 6 ). 

FOR FURTHER INFORMATION CONTACT: 

Becky Baker, Secretary of the Board, 
Telephone (703) 518-6304. 

Becky Baker, 

Secretary of the Board . 

[FR Doc. 98-21006 Filed 8-3-98; 10:31am] 

BILLING CODE 7535-01-M 


The National Credit Union 
Administration Board determined that 
its business required the deletion of the 
following item form the previously 
announced closed meeting (Federal 
Register, Vol. 63, No. 144, Pages 70320- 
40321, Tuesday, July 28, 1998) 
scheduled for Thursday, July 30, 1998. 

8. One (1) Personnel Action. Closed 
pursuant to exemptions (2) and (6). 

The Board voted unanimously that 
agency business required that this item 
be deleted from the closed agenda and 
that no earlier announcement of this 
change was possible. 

The National Credit Union 
Administration Board also determined 
that its business required the addition of 
the following item to the closed agenda. 

9. Human Resources Automated 
System. Closed pursuant to exemptions 
(2), (4), and (9) (B). 

The Board voted unanimously that 
agency business required that this item 
be considered with less than the usual 
seven days notice, that it be closed to 
the public, and that no earlier 


NATIONAL SCIENCE FOUNDATION 

Sunshine Act Meeting 

AGENCY HOLDING MEETING: National 
Science Foundation, National Science 
Board. 

DATE AND TIME: August 13, 1998, 1:00 
p.m., Closed Session; August 13, 1998, 
2:15 p.m., Open Session. 

PLACE: National Science Foundation, 
4201 Wilson Boulevard, Room 1225, 
Arlington, VA 22230. 

STATUS: Part of this meeting will be 
open to the public. Part of this meeting 
will be closed to the public. 

MATTERS TO BE CONSIDERED: 

Thursday, August 13, 1998 

Closed Session (1:00 p.m.-2:15 p.m.) 

— Minutes, May 1998 
— Personnel 

— Awards and Agreements 
— NSF Budget & Long Range Planning 


Thursday, August 13, 1998 

Open Session (2:15 p.m. -5:30 p.m.) 

— Swearing in of NSF Director 
—Minutes, May 1998 
— Closed Session Items for November 
1998 

—Chair’s Report 
—Director’s Report 

— Briefing — PC A ST Environment Report 
— Break 

— Science and Engineering Indicators 
(SEI) Plan 

—Presentation on International Issues 
—Strategies for Human Resource 
Development 
— NSB Strategic Plan 
— Report from Committees 
—Other Business 
—Adjourn 
Marta Cehelsky, 

Executive Officer. 

[FR Doc. 98-21005 Filed 8-3-98; 10:31 am] 

BILLING CODE 7555-01-M 


NUCLEAR REGULATORY 
COMMISSION 

Policy on Conduct Of Adjudicatory 
Proceedings; Policy Statement 

AGENCY: Nuclear Regulatory 
Commission. 

ACTION: Policy statement: update. 

SUMMARY: The Nuclear Regulatory 
Commission (Commission) has 
reassessed and updated its policy on the 
conduct of adjudicatory proceedings in 
view of the potential institution of a 
number of proceedings in the next few 
years to consider applications to renew 
reactor operating licenses, to reflect 
restructuring in the electric utility 
industry, and to license waste storage 
facilities. 

DATES: This policy statement is effective 
on August 5, 1998, while comments are 
being received. Comments are due on or 
before October 5, 1998. 

ADDRESSES: Send written comments to: 
The Secretary of the Commission, U.S. 
Nuclear Regulatory Commission, 
Washington, DC 20555, ATTN: 
Rulemakings and Adjudications Staff. 
Hand deliver comments to: 11555 
Rockville Pike, Rockville, Maryland, 
between 7:45 am and 4:15 pm, Federal 
workdays. Copies of comments received 
may be examined at the NRC Public 
Document Room, 2120 L Street, NW. 
(Lower Level), Washington, DC. 

FOR FURTHER INFORMATION CONTACT: 
Robert M. Weisman, Litigation Attorney, 
U.S. Nuclear Regulatory Commission, 
Washington, DC 20555, (301) 415-1696. 
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August 17, 1998 


NWM 16.98 

MEMORANDUM TO AGENCY RECORDS OFFICERS: Request for comment on 
additional proposed changes to the General Records Schedules 

This memorandum asks' for your comments on additional changes'to the General Records 
Schedules (GRS) which the National Archives and Records Administration published 
today in the enclosed Federal Register notice. These changes are an addendum to the 
proposed Nl-GRS-98-2, which was published for comment in the August 5 Federal 
Register and sent to you under NWM 15.98. These changes relate to various items which 
are currently scheduled with an indefinite retention, e.g., “destroy when no longer 
needed.” These items need to be changed because the Archivist has determined that 
specific retention periods are more appropriate for the GRS. 

The Federal Register notice contains the full text of the GRS items that will be changed 
and an explanation for the proposed retention period for each item. We urge you to 
review the proposed changes carefully, and coordinate with the offices within your 
agency that maintain the records covered by the items in the schedule. The GRS 
disposition instructions are mandatory for all affected Federal agencies. If any of the 
proposed retention periods seem inappropriate for your agency, please notify us in 
writing as directed in the Federal Register notice, with an explanation of why any of the 
retention periods are not satisfactory. We need your response by the end of the comment 
period (September 16) in order to consider it before the Archivist approves the schedule. 

If the approved changes do not meet your agency’s needs, you. will need to submit an SF „ 
115, Request for Records Disposition Authority, in accordance with 36 CFR 1228.42. 
Also, please note that the addition of these items does not change the due date for 
comments on the items that were published on August 5. 

The notice contains instructions for submitting comments. Please be sure to enter the 
identification number for these schedule items, “NI-GRS-98-2a,” in the subject line if you 
use electronic mail or otherwise prominently cite the number in your response. We look 
forward to hearing from you. 





MICHAEL L. MILLER 
Director, 

Modem Records Programs 


Enclosure 


National A rcbives and Records Administration 
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for derivative refugee status but are not 
accompanying or following to join the 
principal applicant, as required under 
section 207(c)(2) of the Act. 

Qualifying for Derivative Refugee 
Status 

Section 101 (a) (42) of the Act defines 
a refugee as a person who is unable or 
unwilling to return to (or under 
circumstances specified by the 
President to remain in) his or her 
country of origin “because of 
persecution or a well-founded fear of 
persecution on account of race, religion, 
nationality, membership in a particular 
social group, or political opinion/’ The 
Act provides two means by which a 
person may be admitted to the United 
States with refugee status. Section 
207(c)(1) of the Act allows the Attorney 
General, within certain numerical 
limitations set by the President, to admit 
to the United States as refugees, persons 
who apply for refugee status from 
abroad and who are determined to meet 
this definition. Persons who qualify as 
refugees under section 101 (a) (42) of the 
Act are often referred to as principals, 
principal refugees, or principal 
applicants. Subject to the numerical 
limitations established pursuant to 
subsections 207(a) and (b) of the Act, 
section 207(c)(2) entitles eligible 
spouses and children, defined in section 
101(b)(1) of the Act as unmarried 
children under the age of 21, of any 
refugee who qualifies for admission 
under section 207(c)(1) of the Act to be 
admitted with refugee status if 
accompanying or following to join the 
principal refugee. Spouses and children 
who accompany or follow to join a 
principal refugee under section 
207(c)(2) are often referred to as 
derivatives or derivative refugees. These - 
are the only means provided for in the 
Act by which a person may be admitted 
with refugee status. 

The plain language of section 
207(c)(2) of the Act provides for only 
spouses and children to derive refugee 
status from a principal refugee. There is 
no basis in law to expand the category 
of persons who may derive refugee 
status. Accordingly, persons other than 
spouses and children, as defined in 
section 101(b)(1) of the Act, of a 
principal refugee are not eligible for 
derivative refugee status and must 
qualify as principal refugees under 
sections 101 (a)(42) and 207(c)(1) of the 
Act in order to be admitted to the 
United States with refugee status. 

Because section 207(c)(2) of the Act 
requires that a derivative refugee 
accompany or follow to join the 
principal refugee, a person approved for 
derivative refugee status as the spouse 


or child of a principal refugee may not 
be admitted to the United States prior to 
the admission of the principal refugee. 

Eligibility for Service Interview 

While the statute is clear on who can 
derive refugee status, the Service 
realizes there may be humanitarian 
reasons to include in a case unit other 
individuals who cannot derive refugee 
status, such as an elderly parent or an 
unmarried adult son or daughter. As 
these persons cannot statutorily derive 
refugee status from the principal 
applicant, they must qualify as refugees 
in their own right. However, such 
individuals may be given a refugee 
interv.iew_asJong as. they are household 
members and are part of the same 
economic unit as the interviewed 
principal refugee applicant. In such 
cases these individuals are not required 
to fall within a designated processing 
priority to gain access to the U.S. 
refugee program, as they may be 
accorded the same priority as the 
principal applicant. 

Lautenberg Amendment 

When processing refugee cases under 
the special adjudication procedures 
based on section 599D of the Foreign 
Operations, Export Financing, and 
Related Programs Appropriations Act of 
1990, Public Law 101-167 dated 
November 11, 1989, Amendment 290 
known as the Lautenberg Amendment, 
the Service officer must determine 
whether additional family members 
qualify for category membership under 
the Lautenberg Amendment. In an April 
24, 1990 memorandum, the Attorney 
General specified that certain persons 
who are not themselves category 
members may be adjudicated as if they 
were category members. According to 
this memorandum, persons who are 
members of the same household and/or 
are economically dependent on a 
category applicant, are physically 
present with the category applicant at 
the time of the interview, and would be 
traveling with the category aplicant will 
be considered category applicants for 
purposes of adjudication of their refugee 
claims. Accordingly, applications by 
persons who fall within these criteria 
may be adjudicated under the reduced 
evidentiary burden of the Lautenberg 
Amendment. 

Dated: July 28, 1998. 

Doris Meissner, 

Commissioner, Immigration and 
Naturalization Service. 

[FR Doc. 98-21948 Filed 8-14-98; 8:45 ami 
BILLING CODE 4410-1 0-M 


NATIONAL ARCHIVES AND RECORDS 
ADMINISTRATION 

Additional Changes to the General 
Records Schedules; Request for 
Comments 

AGENCY: National Archives and Records 
Administration, Office of Records 
Services — Washington, DC. 

ACTION: Notice. 


SUMMARY: NARA is required by 44 
U.S.C. 3303a(a) to provide an 
opportunity for public comment on 
proposed records schedules that will 
authorize the destruction of Federal 
records, including General Records 
Schedules issued by NARA to provide 
mandatory disposal authorities for - ■ 
temporary administrative records 
common to several or all Federal 
agencies (44 U.S.C. 3303a(d)). This 
notice contains the full text of 
additional proposed changes to the 
General Records Schedules that were 
not published in the Federal Register 
notice of August 5, 1998 [63 FR 41868]. 
This notice also includes the rationale 
for the proposed changes, equivalent to 
the appraisal report. Consequently, this 
notice provides all available information 
for interested parties who may wish to 
comment. 

DATES: Comments on these proposed 
changes must be received on or before 
September 16, 1998. There is no 
extension on the comment period for 
the proposed changes published in the 
August 5, 1998, Federal Register notice. 
ADDRESSES: Comments may be sent 
electronically to the e-mail address 
<records.mgt@arch2.nara.gov>. If 
attachments are sent, please transmit 
them in ASCII, WordPerfect 5. 1/5.2, or 
-MS Word-6.0. Comments may als_o.be-™.. 
submitted by mail to the Life Cycle 
Management Division (NWML), 

National Archives and Records 
Administration, 8601 Adelphi Road, 
College Park, MD 20740-6001, or by 
FAX to 301-713-6852 (attn: Marc 
Wolfe) . In order for comments to be . 
considered, the NARA registration 
number for this schedule — Nl-GRS-98- 
2a— must be included in a subject line 
or otherwise prominently stated. 

FOR FURTHER INFORMATION CONTACT: 
Michael L. Miller, Director Modem 
Records Programs (NWM), National 
Archives and Records Administration, 
8601 Adelphi Road, College Park, MD 
20740-6001. Telephone: 301-713-7110. 
E-m ail: <records.mgt@arch2 .nara. gov > . 
SUPPLEMENTARY INFORMATION: Each year 
Federal agencies create billions of 
records on paper, film, magnetic tape, 
and other media. To control this 
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accumulation, agency records managers 
prepare schedules proposing retention 
periods for records and submit these 
schedules for NARA approval, using the 
Standard Form (SF) 115, Request for 
Records Disposition Authority. These 
schedules provide for the timely transfer 
into the National Archives of 
historically valuable records and 
authorize the disposal of all other 
records after the agency no longer needs 
the records to conduct its business. No 
Federal records are authorized for 
destruction without the approval of the 
Archivist of the United States. Two 
mechanisms are used to provide that 
approval — agency schedules and 
General Records Schedules. Agencies 
develop and submit to N ARA for 
approval schedules for the records that 
are unique to the agency. Once 
approved by the Archivist, the agencies 
may apply the approved disposition 
authorities to the records for as long as 
they remain unchanged. To reduce the 
effort required of agencies in scheduling 
all their records, the National Archives 
and Records Administration issues 
General Records Schedules to provide 
disposal authorities for temporary 
administrative records that are common 
to several or all agencies. 

The changes described in this Federal 
Register notice consist of General 
Records Schedule items that are 
currently scheduled with an indefinite 
retention, e.g., "destroy when no longer 
needed." These items were 
inadvertently omitted from the August 5 
Federal Register notice. 

The proposed schedule, Nl-GRS-98- 
2, published in the August 5, 1998 
notice, is being amended to include the 
following provisions: 

General Records Schedule 9. Travel 
and Transportation Records 

1. Commercial Freight and Passenger 
Transportation Files 

e. Unused ticket redemption forms, 
such as SF 1170. 

Destroy 3 years after the year in which 
the transaction is completed. 

5. Records Relating to Official Passports 

c. Passport registers. 

Registers and lists of agency 
personnel who have official passports. 

Destroy when superseded or obsolete. 

GRS 23, Records Common to Most 
Offices Within Agencies 

1. Office Administrative Files (See note) 

Records accumulated by individual 
offices that relate to the internal 
administration or housekeeping 
activities of the office rather than the 
functions for which the office exists. In 


general, these records relate to the office 
organization, staffing, procedures, and 
communications, including facsimile 
machine logs: the expenditure of funds, 
including budget records; day-to-day 
administration of office personnel 
including training and travel; supplies 
and office services and equipment 
requests and receipts; and the use of 
office space and utilities. They may also 
include copies of internal activity and 
workload reports (including work 
progress, statistical, and narrative 
reports prepared in the office and 
forwarded to higher levels) and other 
materials that do not serve as unique 
documentation of the programs of the 
office. 

Destroy when 2 years old. 

Note: This schedule is not applicable to the 
record copies of organizational charts, 
functional statements, and related records 
that document the essential organization, 
staffing, and procedures of the office, which 
must be scheduled prior to disposition by 
submitting an SF 115 to NARA. 

7. Transitory Files 

Documents of short-term interest 
which have no documentary or 
evidential value and normally need not 
be kept more than 90 days. Examples of 
transitory correspondence are shown 
below. 

a. Routine requests for information or 
publications and copies of replies which 
require no administrative action, no 
policy decision, and no special 
compilation or research for reply. 

b. Originating office copies of letters 
of transmittal that do not add any 
information to that contained in the 
transmitted material, and receiving 
office copy if filed separately from 
transmitted material. 

c. Quasi-official notices including 
memoranda and other records that do 
not serve as the basis of official actions, 
such as notices of holidays or charity 
and welfare fund appeals, bond 
campaigns, and similar records. 

Destroy when 3 months old. 

8. Tracking and Control Records 

Logs, registers, and other records used 
to control or document the status of 
correspondence, reports, or other 
records that are authorized for 
destruction by the GRS or a NARA- 
approved SF 115. 

Destroy or delete when 2 years old. 

9. Finding Aids (or Indexes) 

Indexes, lists, registers, and other 
finding aids used only to provide access 
to records authorized for destruction by 
the GRS or a N ARA-approved SF 1 15, 
EXCLUDING records containing 
abstracts or other information that can 


be used as an information source apart 
from the related records. 

Destroy or delete with the related 
records. 

Explanation of Changes 

1. GRS 9, item le, Unused ticket 
redemption forms, such as SF 1170. 
Current disposition instruction: Destroy 
when no longer needed for 
administrative use. Revised disposition 
instruction: Destroy 3 years after the 
year in which the transaction is 
completed. 

Three years is the basic audit cycle 
specified by the General Accounting 
Office for those records documenting 
financial transactions that are not 
considered site audit records. 

2. GRS 9, item 5c, Passport registers. 
Current disposition instruction; Destroy 
when no longer needed. Revised 
disposition instruction: Destroy when 
superseded or obsolete. These registers 
will be of value to the agency only as 
long as they contain current 
information. Agencies submit an annual 
report to the Department of State which 
lists official passports issued and 
information concerning control of 
passports issues to agency personnel. 
The register is another tool to keep track 
of passports on hand. 

3. GRS 23, Item 1, Office 
Administrative Files. Current 
disposition instruction: Destroy when 2 
years old, or when no longer needed, 
whichever is sooner. Revised 
disposition instruction: Destroy when 2 
years old. 

This retention period will satisfy 
administrative needs and ensure 
consistency in retention among 
agencies. 

4. GRS 23, Item 7, Transitory Files. 
Current disposition; Destroy when 3 
months old, or when no longer needed, 
whichever is sooner. Revised 
disposition instruction: Destroy when 3 
months old. 

This retention period will satisfy 
administrative needs and ensure 
consistency in retention among 
agencies. 

5. GRS 23, Item 8, Tracking and 
Control Records. Current disposition 
instruction: Destroy or delete when no 
longer needed. Revised disposition 
instruction: Destroy or delete when 2 
years old. or 2 years after the date of the 
latest entry, whichever is applicable. 

These administrative records are 
comparable to those covered by item 1 
of tli is schedule. A two-year retention 
period should be adequate. 

6. GRS 23, Item 9, Finding Aids (or 
indexes). Current disposition 
instruction: Destroy or delete with the 
related records or sooner is no longer 
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needed. Revised disposition instruction: 
Destroy or delete with the related 
records. 

Finding aids for temporary records are 
not needed after the related records are 
destroyed when they do not serve as an 
independent information resource. 
Maintenance of the finding aids for the 
life of the related records will help the 
agency to make the records accessible. 

Dated: August 13, 1998. 

Michael J. Kurtz, 

Assistant Archivist for Records Services — 
Washington, DC. 

[FR Doc. 98-22221 Filed 8-14-98; 8:45 am] 

BILLING CODE 7515-0t-P 


NATIONAL SCSENGE FOUNDATION ~ 

Agency Information Collection 
Activities: Proposed Collection; 
Comment Request 

AGENCY: National Science Foundation. 
ACTION: Notice. 

TITLE OF COLLECTION: Survey of 
Industrial Research and Development 
(OMB Control No. 3145-0027). 

SUMMARY: Under the Paperwork 
Reduction Act of 1995, Pub. L. 104-13 
(44 U.S.C. 3501 et seq .), and as part of 
its continuing effort to reduce 
paperwork and respondent burden, the 
National Science Foundation (NSF) is 
inviting the general public or other 
Federal agencies to comment on this 
proposed continuing information 
collection. 

FOR FURTHER INFORMATION CONTACT: For 

further information or for a copy of the 
collection instalment and instructions 
contact Ms. Mary Lou Higgs, Acting 
Clearance Officer, via surface mail: 

~ National Science Foundation, ATTN: 
NSF Reports Clearance Officer, Suite 
295, 4201 Wilson Boulevard, Arlington, 
VA 22230; telephone (703) 306-2063; e- 
mail mlhiggs@nsf.gov, or FAX (703) 
306-0201. 

SUPPLEMENTARY INFORMATION: 

1. Abstract 

The proposed continuing information 
collection involves the estimation of the 
expenditures on research and 
development performed within the 
United States by industrial firms. A mail 
survey, the Survey of Industrial 
Research and Development, has been 
conducted annually since 1953. 

Industry accounts for over 70 percent of 
total U.S, R&D each year and since its 
inception, the survey has provided 
continuity of statistics on R&D 
expenditures by major industry groups 
and by source of funds. The survey is 


the industrial component of the NSF 
statistical program that seeks to 
"provide a central clearinghouse for the 
collection, interpretation, and analysis 
of data on the availability of, and the 
current and projected need for, 
scientific and technical resources in the 
United States, and to provide a source 
of information for policy formulation by 
other agencies of the Federal 
government" as mandated in the 
National Science Foundation Act of 
1950. Statistics from the survey are 
published in NSF’s annual publication 
series Research and Development in 
Industry. The proposed collection will 
continue the survey for three years, 

2. Expected Respondents 

— The-suFveyAvilLbe-mailed-to,a_ „ . 

statistical sample of approximately 
23,400 companies to collect information 
on the amount and sources of funds for 
and character of R&D performed and 
contracted out by industrial firms, and 
information on sales and employment of 
the firms themselves. 

3. Burden on the Public 

To minimize burden, over 90-percent 
of the companies selected for die Survey 
of Industrial Research and Development 
are asked to respond to the Form RD- 
1 A, the abbreviated version of the basic 
survey questionnaire, Form RD-1. 
Further, only companies with five paid 
employees or more are asked to 
participate in the survey and extensive 
use is made of the descriptive codes and 
information on the establishment list 
that is the source of the survey sample 
to avoid sampling firms in industries 
that traditionally do not perform R&D. 
NSF, with input from the Bureau of the 
Census, the collection and compiling 
agent for the survey, estimates that the 

averageainiual reporting-and record 

keeping burden on each Form RD-1 A 
respondent will be 1 hour and on Form 
RD-1 respondents will be 15 hours. The 
total annual burden is estimated at 
43,000 hours, calculated as follows: 

RD-1 A respondents: 22,000 
respondents x 1 response x 1 burden 
hour=22,000 hours/year. 

RD-1 respondents: 1,400 respondents 
x 1 responsex 15 burden hours=21,000 
hours/year. 

All respondents: 

22,000+21,000-43,000 burden hours/ 
year during 1999, 2000, and 2001. 

Comments Requested 

Dates: NSF should receive written 
comments on or before October 16, 

1998. 

Addresses: Submit written comments 
to Ms. Mary Lou Higgs, Acting 
Clearance Officer, through surface mail 


at: National Science Foundation, ATTN: 
NSF Reports Clearance Officer, Suite 
295, 4201 Wilson Boulevard, Arlington, 
VA 22230; through e-mail to 
mlhiggs@nsf.gov; or via FAX (703) 306- 
0201. 

Special Areas for Review: NSF 
especially request comments on: 

(a) whether the proposed collection of 
information is necessary for the proper 
performance of the functions of the 
Foundation, including whether the 
information will have utility; 

(b) the accuracy of the Foundation’s 
estimate of the burden of the proposed 
collection of information; 

(c) ways to enhance the quality, 
utility, and clarity of the information to 
be collected; and 

_j (d)„way s to minim ize the burden of 
the collection of information on those 
who are to respond, e.g., permitting 
submission of responses through the use 
of automated, electronic, mechanical, or 
other technological collection 
techniques. 

Dated: August 12, 1998. 

Mary Lou Higgs, 

A cting NSF Clearance Officer . 

IFR Doc. 98-22007 Filed 8-14-98; 8:45 am] 

BILLING CODE 7555-01 -M 


NUCLEAR REGULATORY 
COMMISSION 

Documents Containing Reporting or 
Recordkeeping Requirements: Office 
of Management and Budget (OMB) 
Review 

AGENCY: U.S. Nuclear Regulatory 
Commission (NRC). 

ACTION: Notice of the OMB review of 
information collection and solicitation 
of public comment. 

SUMMARY: The NRC has recently 
submitted to OMB for review the 
following proposal for the collection of 
information under the provisions of the 
Paperwork Reduction Act of 1995 (44 
U.S.C. Chapter 35). 

L Type of submission, new, revision, 
or extension: Revision. 

2. The title of the information 
collection: 

— 10 CFR Part 35, Medical Use of 
Byproduct Material 
—NRC Form 313 Application for 
Material License, and Supplemental 
Forms, NRC Form 313A, Training and 
Experience, and NRC Form 31 3B, 
Preceptor Statement 

3. The form number if applicable: 
NRC Form 313, 313A and 313B. 

4 . How often the collection is 
required: Reports of medical events; 
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Subject 


Date 

Reimbursement Program for 
Stored in Federal Records 

Records 

Centers 

AUG 20 1998 


Records Management Officers 
Bureaus 

Records Management Liaisons 
Offices, Boards and Divisions 


From 



Direc^oi 

Information Management 
and Security Staff 
Information Resources Management 


Select JMD Senior Management 
Staff 


In November 1997, the Office of Management and Budget (OMB) 
directed the National Archives and Records Administration (NARA) 
to switch its records center program from a direct funded to a 
fully reimbursable program by FY 2000. Agency budget offices 
were notified of this determination through the OMB budget 
passback process. The reimbursable program is applicable to all 
records centers operated by NARA nationwide. 

NARA has furnished us with FY 1997 records holdings by record 
group in order to assist the department in planning for the 
expense of records center services for the FY 2000 budget 
process. In addition, we have obtained a separate listing for 
the holdings of record group 060 (Offices, Boards and Divisions 
(OBD) ) which has enabled us to project an estimated cost pattern 
for each OBD that utilizes the services of a records center. 

The reimbursement charge consists of two components as follows: 

1. The first component is for all costs related to 
physically maintaining the records stored in the records 
center system. The storage cost is projected to be $2.08 
per cubic foot. 

2 . The second component is a base level service fee that 
covers all costs related to the accessioning, disposal, 
referencing, refiling, and interfiling, and all other 
functions performed in the servicing of Department of 
Justice records. The base level fee for the department 
(excluding Immigration and Naturalization Service) is 
projected to be $1.23 per cubic foot. 

Attached is the FY 2000 - Adjustments-to-Base document prepared 
by the Budget Staff, Justice Management Division, which has been 
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Subject: Reimbursement Program for Records Page 2 

Stored in Federal Records Centers 

distributed to component budget offices. Although there is no 
guarantee of funding, these amounts are being requested from OMB 
in the FY 2000 budget. The cost estimates provided are 
preliminary and subject to change, and actual volumes may affect 
FY 2000 charges. 

The attached budget document, which includes a growth factor of 
2.5% per year and an inflation factor of 2.1% per year, is 
intended to provide an estimate for planning purposes. 
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FY 1997 Actual 


FY1998 Estimate 






$36,098 

11,413 

$23,739.58 

$14,038.31 

$37,778 

11,944 

$24,844.06 

$14,691,44 

$39,536 

12,500 

701 

222 

460.94 

272.58 

734 

232 

482.39 

285.26 

768 

243 

456 

144 

299.72 

177.24 

477 

151 

313.67 

185.49 

499 

158 

311 

98 

204.36 

120.85 

325 

103 

213.87 

126.47 

340 

108 

124 

39 

81.74 

48.34 

130 

41 

85.55 

50.59 

136 

43 

34,507 

10,910 

22,692,81 

13,419.31 

36,112 

11,418 

23,748,60 

14,043.64 

37,792 

11,949 

12,996 

4,109 

8,546.70 

5,054.06 

13,601 

4,300 

8,944.34 

5,289.20 

14,234 

4,500 

18,510 

5,852 

12,172.92 

7,198.41 

19,371 

6,125 

12,73927 

7,533.32 

20273 

6,410 



FEDERAL BUREAU OF INVESTIGATION 

DRUG ENFORCEMENT ADMINISTRATION 

IMMIGRATION AND NATURALIZATION SERVICE** 

FEDERAL PRISON SYSTEM 

OFFICE OF JUSTICE PROGRAMS 


30,069.81 80,920 25,584 

2,417,365.94 3,310,100 449,167 

100,358.16 270,070 85,388 


12,044.08 7,122.22 

53,215.55 31,468.81 

934,268.37 2,529,833.89 

177,607.18 105,027.32 

1,715.30 1,014.33 


19,166 6,060 12,604.43 7,453.58 

84,684 26,775 55,691.40 32,932.89 

3,464,102 470,065 977,735.20 2,647,534.41 

282,635 89,361 185,870.36 109,913.72 

2,730 863 1,795.10 ' 1,061.53 


$15,374.96 $41,375 


328.26 194.12 

223.82 132.35 

89.53 5254 


13.331.96 7.883.80 21.216 



9,337.16 

5,52149 

14,1 

7,816.14 

4,622.05 

12/ 



171,559 54,242 112,823.05 66,717.47 

139,800 44,201 91,937.27 54,366.75 

253,776 80,236 166,891.70 98.690,77 


8,468 2,677 5,569.10 3,29357 8,862 

16,759 5,299 11,021.38 6,517,45 17,539 


20,058 6,342 13,190,85 7,800.36 20,991 

88,624 28,020 58,282.44 34,465,10 92,748 

3,625,270 491,935 1,023,224.33 2,770,710,95 3,793,935 

295,784 93,518 194,517.97 115,027,46 309,545 

2,857 903 1,878.62 1,110,91 2.990 




** For INS, the rate per cubic feet for service is 35,63 

NOTE; The growth factor is 2.5% per year and the inflation factor is 2.1% per year, 
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U. S. Department of Justice 

Criminal Division 

Washington, D.C. 20530 

MiG 2 I 1998 



MEMORANDUM 


To: 


From: 



ecords Officer 


Federal Bureau of Investigation 



Criminal Division 


b6 

b7C 


Subject: Notification of Equities in Records Being Offered to the National Archives of the 

United States 


The Criminal Division of the U.S. Department of Justice is engaged in a declassification 
review under the provisions of Executive Order 12958. In the course of that review, we located 
permanent records, designated for transfer to the National Archives of the United States (NA), 
pursuant to an approved records schedule, in which your agency has equities. 

Accordingly, in compliance with National Archives Guidance, NN 96. 1 issued September 
23, 1996, this is to advise you that we have submitted a SF 258, Agreement to Transfer Records 
to the National Archives of the United States, for permanent transfer of these records to NA. As 
noted in the guidance, 

"Because of volume of records transferred, NN staff will not be able to immediately 
process all records reviewed by the agencies or to notify the other agencies on your behalf. 
NN will make the records available to personnel from those agencies for their review, but 
will not track whether other agencies have responded to your notification. The 



This letter constitutes the required notice. A copy of the SF 25 8 is attached to assist you 
in iden tifying the specific records. If you have any questions, please call 
| |in our Records Unit. 
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AGREEMENT TO TRANSFER RECORDS TO 
THE NATIONAL ARCHIVES OF THE UNITED STATES 




1. INTERIM CONTROL NO. {NARA Use 


Only) 


The records described below and on the attached. 


_pages are deposited in 


the National Archives of the United States in accordance with 44 U.S.C. 2107. 
The transferring agency certifies that any restrictions on the use of these records 

are in conformance with the requirements of 5 U.S.C. 552. 
in accordance with 44 u.S.U. ZtUd, custody or tnese records oecomes tne 
responsibility of the Archivist of the United States at the time of transfer of the 
records. It is agreed that these records will be administered in accordance with 
the provisions of 44 U.S.C. Chapter 21, 36 CFR XII, 36 CFR Part 1256 and such 
other rules and regulations as may be prescribed by the Archivist of the United 
States (the Archivist). Unless specified and justified below, no restrictions of the 
use of 


TERMS OF AGREEMENT WK 

tnese records win oe imposed otner tnan tne general ana specmc 

restrictions on the use of records in the National Archives of the United 
States that have been published in 36 CFR Part 1256 or in the Q uide t0 
the National Archives of the United States . The Archivist may destroy, 
donate, or otherwise dispose of any containers, duplicate copies, unused 
forms, blank stationery, nonarchival printed or processed material,' or other 
nonrecord material in any manner authorized by law or regulation. 
Without further consent, the Archivist may destroy deteriorating or 
damaged documents after they have been copied in a form that retains 
all of the information in the original document. The Archivist will use the 
General Records Schedule and any applicable records disposition 
schedule (SF 115) of the transferring agency^to dispose of nonarchival 


materials contained in this deposit. 




'Us J'Y- 


2A. AGENCY 

AFPROVAI 

: 3A. NARA APPROVAL 7/??/W '1 tW— 

- — 

V/[/V- 

ajbzh*. 

Signatun 


Date 7-/ Signatun 

Date 

26. NAME, TITLE MAILING ADDRESS ^ 
Bernard W. Bergiind, Records Officer 

1 3B. NAME. TITLE. MAILING ADDRESS 

NARA Initial Processing/Declassification Division 

/ 

b6 

U.S. Dept, of Justice, Rm 850 

. Civilian Work Group 


1001 G St. NW 

8601 Adelphi Road 


b7C 

Washington, DC 20530 

College Park, MD 20749-6001 




RECORDS INFORMATION 


4A. records series title 146-28-2201 Treasonable Utterances. This the World War II case concerning the disapperance of Major 

_ Hglohan, an Army offi^r pjaced behind enemy ljnesJn Nonhe . _ . 

4B- date span of series 1944-1954 (Attach anv 3dditionaj 

5A. AGENCY OR ESTABLISHMENT 
U.S. Department of Justice 

9. PHYSICAL FORMS 

□ Paper Documents □ Posters 

H Paper Publications xj Maps and Charts 

□ Microfilm / Microfiche □ Arch / Eng Drawings 

□ Electronic Records □ Motion / Sound / Video 

□ Photographs x] Other (specify): Evidence 

5B. AGENCY MAJOR SUBDIVISION 

Criminal Division 

5C. AGENCY MINOR SUBDIVISION 

5D. UNIT THAT CREATED RECORDS • 10. VOLUME: CONTAINERS; 

Cu. Mtr. (Cu. Ft. 12 ) Number 12 Type FRC Box 

ir.PMrv opnsnw with whom Tn r hwppo inni it tuc dc r no n<; 

1 1 . DATE RECORDS ELIGIBLE FOR TRANSFER TO THE ARCHIVES 

6-4-84 

Name: 

Telephone Number: 

12. ARE RECORDS FULLY AVAILABLE FOR PUBLIC USE? 

□ YES Xj NO (If no, attach limits on use and justification,) 

6. DISPOSITION AUTHORITY: 

N 1-60-88-1 3, Item 28 

7. IS SECURITY CLASSIFIED INFORMATION PRESENT? □NO □ YES 

LEVEL: □ Confidential ^ Secret □ Top Secret 

SPECIAL MARKINGS: □ RD/FRD □ SCI □ NATO 
□ Other 

INFORMATION STATUS: 3 Segregated Q Declassified 

13. ARE RECORDS SUBJECT TO THE PRIVACY ACT? 

2 YES □ NO 

8. CURRENT LOCATION OF RECORDS 

Justice/CRM 001.. Vol 52 No 238 p. 47180 

X Agency (Complete 8A only) 

Federal Records Center (Complete 8B only) 

14. ATTACHMENTS 

□ Agency Manual Excerpt □ Listing of Records Transferred 

~~ ’ □^Additioriar Description “ ' N A Forrri ‘1 4097 or Equivalent 

□ Privacy Act Notice □ Microform Inspection Report 

□ Other (specify): □ SF(s) 135 

8A. ADDRESS 

U.S. Department ot Justice 
1331 F Street, Suite 810 
Washington, DC 20530 

8B. FRC ACCESSION NUMBER CONTAINER NUMBER(S) FRC LOCATION 


NARA PROVIDES 

15. SHIPPING INSTRUCTIONS TO AGENCIES / REMARKS REGARDING DISPOSITION 

RG 

16. RECORDS ACCEPTED INTO THE NATIONAL ARCHIVES OF THE UNTIED STATES 

Signature Date 

, 17. NATIONAL ARCHIVES ACCESSION 

■ tfM-CCcO-IS-Ofl- 

J 


NATIONAL ARCHIVES AND RECORDS ADMINISTRATION 
This form was electronically produced by Elite Federal Forms. Inc. 


SF 258 (9/95) 
Prescribed bv NARA 38 CFR 1228 




U. S. Department of Justice 


Criminal Division 


Washington, D.C. 20530 


AUG 2 I 1998 


MF.MOR AND! JM 


From: 


|Records Officer 

Federal Bureau of Investigation 


' Acting Executive Officer 
Criminal Division 


Subject: Notification of Equities in Records Being Offered to the National Archives of the 

United States 


The Criminal Division of the U.S. Department of Justice is engaged in a declassification 
review under the provisions of Executive Order 12958. In the course of that review, we located 
permanent records, designated for transfer to the National Archives of the United States (NA), 
pursuant to an approved records schedule, in which your agency has equities. 

Accordingly, in compliance with National Archives Guidance, NN 96. 1 issued September 
23, 1996, this is to advise you that we have submitted a SF 258, Agreement to Transfer Records 
to the National Archives of the United States, for permanent transfer of these records to NA. As 
noted in the guidance, 

"Because of volume of records transferred, NN staff will not be able to immediately 
process all records reviewed by the agencies or to notify the other agencies on your behalf. 
NN will make the records available to personnel from those agencies for their review, but 
will not track whether other agencies have responded to your notification. The 
notification should include statement that the records will be automatically declassified if 
the agencies fail to act bv April 2000." (Emphasis added). 


This letter constitutes the required notice. A copy of the SF 25 8 is attached to assist you 
itifying the specific records. If you have any questions, please call j 

n our Records Unit. 


6<6-HQ~Cliqoo l 5 c l—6s > 



AGREEMENT TO TRANSFER RECORDS TO ; '• interim control no. (NA ra u« o„ w 

THE NATIO NAL ARCH IVES OF THE UNITED STATES ZZ _ 

• TERMS OF AGREEMENT 

t tnese recoras win ^■nposea otner tnan tne general ana soecinc 

so oeiow ana on me airacnea pages are deposited in restrictions on the usTof records in the National Archives of the United 

$ of the United States in accordance with 44 U.S.C. 2107. States that have been published in 36 CFR Part 1256 or in the Guide to 

ncy certifies that any restrictions on the use of these records the National/ Archives of the United States. The Archivist may destroy, 

with the requirements of 5 U.S.C. 552. donate, or otherwise dispose of any containers, duplicate copies, unused 


The records described beJow and on the attached pages are deposited in restrictions on the us^of records in the National Archives of the United 

'the National Archives of the United States in accordance with 44 U.S.C. 2107. States that have been published in 36 CFR Part 1256 or in the Guide fo 

•the transferring agency certifies that any restrictions on the use of these records the National/ Archives of the United States. The Archivist may destroy, 

are in conformance with the requirements of 5 U.S.C. 552. donate, or otherwise dispose of any containers, duplicate copies, unused 

in accordance witn 44 u.b'.C. ziud, custody or tnese recoras becomes tne forms, blank stationery, nonarchival pnnted or processed material, or other 
responsibility of the Archivist of the United States at the time of transfer of the nonrecord material in any manner authorized by law or regulation, 
records. It is agreed that these records will be administered in accordance with Without further consent, the Archivist may destroy deteriorating or 

the provisions of 44 U.S.C. Chapter 21. 36 CFR XII. 36 CFR Pah 1256 and such a 4°"T, that reta i" s 

±1 _ K . .. , J . .. . , , . all of the information in the onginai document. The Archivist will use the 

other rules and regulations as may be prescnbed by the Archivist of the United General Records Schedule and any applicable records disposition 
States (the Archivist). Unless specified and justified below, no restrictions of the schedule (SF 115) of the transferring agency to, dispose of nonarchival 
use of materials contained in this deposit. /)<Z 


2A. AGENCY APPROVAL .. 

Signature 

I 2 B. NAME, THIS, MAILING ADDRESS 

Records Officer 
U.S. Dept, of Justice, Rm 850 
1001 G St. NW 
Washington, DC 20530 


materials contained in this deposit. 

TA MARA APPPnVAl " S/JP ?Ac,/G J 


7-/7 


1 Signatur^ f 

i 38. NAME, TITLE MAILING ADDRESS 
1 NARA Initial Processinq/Declassification Division 
Civilian Work Group 
■ 8601 Adelphi Road 
College Park, MD 20749-6001 




RECORDS INFORMATION 


4A. records series title 146-28-1941 Treasonable Utterances. This the World War II case concerning Ikoku (Iva) Toguri D'Aquino 
^ . (Tokyo Rose) who ^jlicipated in wrk brqadc^sting prppaganda for_the Japanese. 

40. DATE SPAN OF SERIES 1941-1950 (Attach any additional 


5A. AGENCY OR ESTABLISHMENT 

U.S. Department of Justice 

SB. AGENCY MAJOR SUBDIVISION 

Criminal Division 

SC. AGENCY MINOR SUBDIVISION 


5D. UNIT THAT CREATED RECORDS 


9. PHYSICAL FORMS 

2 Paper Documents 
H Paper Publications 
Z Microfilm / Microfiche 
H Electronic Records 
Z Photographs 
10. VOLUME; 

Cu. Mtr. (Cu. Ft. 6 


(Attach any additional 

□ Posters 
3 Maps and Charts 
Z Arch / Eng Drawings 
13 Motion / Sound / Video 
Z Other (specify): transcr ipts 
CONTAINERS; 

) Number 6 Type FRC Box 


5E. AGENC 
Name: 



Telephone Number: 


6. DISPOSITION AUTHORITY: 




N 1-60-88-1 3, Item 28 

7. IS SECURITY CLASSIFIED INFORMATION PRESENT? □ NO 
LEVEL: Z Confidential S Secret Z Top Secret 
SPECIAL MARKINGS: □ RD/FRD □ SCI □ NATO 

Z Other 

INFORMATION STATUS: S3 Segregated Q Declassified 

8. CURRENT LOCATION OF RECORDS 

X Agency (Complete 8A only) 

Federal Records Center {Complete 8B only)_ 

8A. ADDRESS 

’ U. S\ Department ’of 'Justice 
1331 F Street, Suite 810 
Washington, DC 20530 


2 yes 


1 1 . DATE RECORDS ELIGIBLE FOR TRANSFER TO THE ARCHIVES 

6-4-85 

12. ARE RECORDS FULLY AVAILABLE FOR PU9UC USE? 

Z YES X NO (if no, attach limits on use and justification.) 

13. ARE RECORDS SUBJECT TO THE PRIVACY ACT? 


Z YES 
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14. ATTACHMENTS 


88. FRC ACCESSION NUMBER 


CONTAINER NUMBER(S) 


FI Agency Manual Excerpt 
Z Additional Description ' 
Z Privacy Act Notice 
_j Other (specify): 


FRC LOCATION 


Z Listing of Records Transferred 
Z NA Form' 140S7 or Equivalent 
Z Microform Inspection Report 
□ SF(s) 135 


NARA PROVIDES 


15. SHIPPING INSTRUCTIONS TO AGENCIES / REMARKS REGARDING DISPOSITION 


16. . RECORDS ACCEPTED INTO THE NATIONAL ARCHIVES OF THE UNTIED STATES 
Signature 


NATIONAL ARCHIVES AND RECORDS ADMINISTRATION 
This form was electronically produced by 3te Federal Forms. Inc. 


17. NATIONAL ARCHIVES ACCESSION ! 

o/b 


SF 258 (9/95) 
Prescribed bv NARA 36 CFR 1228 








U. S. Department of Justice 


Criminal Division 


Washington, D.C. 20530 


MEMORANDUM 


AUG 2 I (998 


Records Officer 

Federal Bureau of Investigation 


From: 


Subject: 


/Acting Execwtive Officer 
Criminal Division 

Notification of Equities in Records Being Offered to the National Archives of the 
United States 


The Criminal Division of the U.S. Department of Justice is engaged in a declassification 
review under the provisions of Executive Order 12958. In the course of that review, we located 
permanent records, designated for transfer to the National Archives of the United States (NA), 
pursuant to an approved records schedule, in which your agency has equities. 

Accordingly, in compliance with National Archives Guidance, NN 96. 1 issued September 
23, 1996, this is to advise you that we have submitted a SF 258, Agreement to Transfer Records 
to the National Archives of the United States, for permanent transfer of these records to NA. As 
noted in the guidance, ...... 

"Because of volume of records transferred, NN staff will not be able to immediately 
process all records reviewed by the agencies or to notify the other agencies on your behalf. 
NN will make the records available to personnel from those agencies for their review, but 
will not track whether other agencies have responded to your notification. The 
notification should include statement that the records will be automatically declassified if 
the agencies fail to act by April 2000." (Emphasis added). 

This letter constitutes the required notice. A copy of the SF 25 8 is attached to assist you 
in iden tifying the specific records. If you have any questions, please call] 

in our Records Unit. 


66 - Hq^cii ^cos°i —(o^ 



j AGREEMENT TO TRANSFER RECORDS TO nQf \ '■ — - — — • (NARA Use Only) 

1" r "~ . THE NATIONAL ARCHIVES OF THE UNITED STATES _ i ___ 

( Jfc TERMS OF AGREEMENT „ „ jfl) 

v ^ J .. , . . , 4 , ^ , TW . . tnese records wilt t^pmposea otner man me general ana specific 

* The records descnbed below and on the attached pages are deposited in restrictions on the use of records in the National Archives of the United 

> the National Archives of the United States in accordance with 44 U.S.C. 2107. States that have been published in 36 CFR Part 1256 or in the Guide (o 

The transferring agency certifies that any restrictions on the use o( these records the National Archives of the United States. The Archivist may destroy, 
are in conformance with the requirements of 5 U.S.C. 552. donate, or otherwise dispose of any containers, duplicate copies, unused 

in accordance witn 44 u.S.U. ziua, custoay or tnese recoras oecomes me forms, blank stationery, nonarchtvai printed or processed material, or other 

responsibility of the Archivist of the United States at the time of transfer of the nonrecord material in any manner authorized by law or regulation, 

records. It is agreed that these records will be administered in accordance with Without further consent, the Archivist may destroy deteriorating or 

the provisions of 44 U.S.C. Chapter 21 . 36 CFR XII, 36 CFR Part 1256 and such ^ i nT* bee " C ,° P ™ TfLT, f 

^ K . 7 ' .. . ’ 4 ail of the information in the onginal document. The Archivist will use the 

other rules and regulations as may be prescnbed by the Archivist of the United Genera i Records Schedule and any applicable records disposition 

States (the Archivist). Unless specified and justified below, no restrictions of the schedule (SF 1 15) of the transferring agency to dispose of nonarchival 

use of materials contained in this deposit. ' 


INTERIM CONTROL NO. (NARA Use Qnly) 


TERMS OF AGREEMENT 
these reci 


these recoras wilt t^ptiposea otner man me general ana specific 
restrictions on the use of records in the National Archives of the United 
States that have been published in 36 CFR Part 1256 or in the Guide (o 
the National Archives of the United States. The Archivist may destroy, 
donate, or otherwise dispose of any containers, duplicate copies, unused 


2A. AGENCY A PPROVAL 

Signature 

2B. NAME. TITLE, MAILING ADDRESS , 
Bernard W. Berglind, Records Officer 
U.S. Dept, of Justice, Rm 850 
1001 G St. NW 

Washington, DC 20530 


4 


3A. NARA APP ROVAL 7/f?/rr ,U c r- 

Signature C 

3B. NAMe7t]TLE. MAILING A0DRE3S 
NARA initial Processing/Deciassification Division 
Civilian Work Group 
8601 Adeiphi Road 
College Park. MD 20749-6001 


Date j f/jJp? 


RECORDS INFORMATION 

4A. records series title 146-28-1935 Treasonable Utterances. This the World War II case concerning Mark L. Streeter a POW who 
... . participated in : writjng_and. broadcasting, propagandaiorjhe- Japanese. — . 

4B. DATE SPAN OF SERIES 1 941-1 950 (Attach anv additional 


5A. AGENCY OR ESTABLISHMENT 

U.S. Department of Justice 

SB. AGENCY MAJOR SUBDIVISION 

Crim i nal Division 

5C. AGENCY MINOR SUBDIVISION 


5D. UNIT THAT CREATED RECORDS 


5E AGENCY PERSON WITH WHOM ID CONFER ARfll IT THF RFfT 

Name: ■TRef Hta-Was^fngferM 

Telephone Number: | 

6. DISPOSITION AUTHORITY: 

N1-60-38-13, Item 28 

7. IS SECURITY CLASSIFIED INFORMATION PRESENT? H NO 
LEVEL: 2] Confidential 3 Secret I] Top Secret 
SPECIAL MARKINGS: □ RD/FRD 3 SCI 3 NATO 

3 Other 

INFORMATION STATUS: % Segregated H Declassified 
3. CURRENT LOCATION OF RECORDS 
X Agency (Complete 8A only) 

Feaerai Records Center {Complete 8B only) 

8 A. innRFRS 

U.S. Decartinent of Justice 
1331 F Street, Suite 810 
Washinaton , DC 20530 


9. PHYSICAL FORMS . 

3 Paper Documents 
3 Paper Publications 
1] Microfilm I Microfiche 
3 Electronic Records 
3 Photographs 

10. VOLUME: 

Cu. Mtr. (Cu. Ft. 5 


(Attach any addition al 

□ Posters 

□ Maps and Charts 

3 Arch / Eng Drawings 
3 Motion / Sound / Video 
_J Other (specify): 


CONTAINERS: 
) Number 5 


FRC Box 


1 1 . DATE RECORDS ELIGIBLE FOR TRANSFER TO THE ARCHIVES 


12. ARE RECORDS FULLY AVAILABLE FOR PUBLIC USE? 


(If no, attach limits on use and justification.) 


3 yes 


13. ARE RECORDS SUBJECT TO THE PRIVACY ACT? 


3 YES 
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14. ATTACHMENTS __ 

3 Agency Manual Excerpt 
3 Additional Description 
3 Privacy Act Notice 
3 Other (specify): 


3 Listing of Records T ransferred 
3 NA Form 14097 or Equivalent 
3 Microform Inspection Report 
3 SF(s) 135 


8B. FRC ACCESSION NUMBER 


CONTAINER NUMBER(S) 


FRC LOCATION 


NARA PROVIDES 


15. SHIPPING INSTRUCTIONS TO AGENCIES / REMARKS REGARDING DISPOSITION 


! 16. RECORDS ACCEPTED INTO THE NATIONAL ARCHIVES OF THE UNTIED STATES 
Signature 


NATIONAL ARCHIVES AND RECORDS ADMINISTRATION 
This form was electronically produced by Elite Federal Forms. Inc. 


17. NATIONAL ARCHIVES ACCESSION 

! A/AJ3 - <9 £ O - f f - - <0/5- 

SF 258 (9/95) 
Prescribed bv NARA 36 CFR 1228 


National* 

A 



rchives at College Park 

8601 Adelphi Road College Park MD 20740-6001 


Federal Bureau of Investigation 
Room 4933 

935 Pennsylvania Ave., NW 
Washington, DC 20535 


b6 

b7C 


DeaJ 


In accordance with your recent phone conversation wit! ve are withdrawing and 

returning with out action Job No. Nl-65-97-3, covering numerical/alphabetical case file abstracts. 
His available to discuss fut ure plans for scheduling these records. She may be 


reached al 


Sincerely. 


Supervisory Archivist 

Life Cycle Management Division 

Enclosure 




National Archives and Records Administration 



LEAVE BLANK 


REQUEST FOR RECO 




SPOSITION AUTHORITY 


tJ 


TO: GENERAL SERVICES ADMINISTRATION 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 


DATE RECEIVED 


C-jo-iv 


1 . FROM (AGENCY OR ESTABLISHMENT) 

Department of Justice 


NOTIFICATION TO AGENCY 


2. MAJOR SUBDIVISION 

Federal Bureau of Investigation 


3. MINOR SUBDIVISION 

Information Resources Division 


In accordance with the provisions of 44 
U.S.C. 3303a the disposal request, including 
amendments, is approved except for items 
that may be marked "disposition not 
approved" or "withdrawn" in column 1 0. If no 
records are proposed for disposal, the 
signature of the Archivist is not required. 


4. NAME OF PERSON WITH WHOM TO CONFER 

5. TELEPHONE EXT. 

DATE 






WITHDRAWN 


6. CERTIFICATE OF AGENCY REPRESENTATIVE 


I hereby certify that I am authorized in matters pertaining to the disposal of the agency's records; that the 
records proposed for disposal in this Request of 2 page(s) are not now needed for the business of this 
agency or will not be needed after the retention periods specified; and that written concurrence from the 
General Accounting Office, if required under the provisions of Title 8 of the GAO Manual for Guidance of 
Federal Agencies, is attached. 


A. GAO concurrence: 


□ 


is attached; or 1 x I is unnecessary. 


B. DATE 

0613 1997 


7. 

ITEM 

NO. 


1 


IT SlfiNATIIRF OF AfiFNP-Y RFPRFRFNTATjvT 


E$Sl 


8. DESCRIPTION OF ITEM 


D. TITLE 

FBI Archives Specialist 


{WITH INCLUSIVE DATES OR RETENTION PERIODS! 

NUMERICAL / ALPHABETICAL CASE FILE ABSTRACTS 


9. GRS OR 
SUPERSEDED 
JOB 

CITATION 


10. ACTION 
TAKEN 
(NARS USE 
ONLY) 


Brief summaries abstracted from "recorded" documents which have been placed 
on record within FBI criminal, security, applicant, personnel and administrative 
case files. Abstracts do not contain any information that is not detailed in full in 
the "recorded" document. Information captured includes: (1) Type of document; 
(2) Date; (3) Source and/or Destination; (4) Preparer [in case of outgoing items 
and incoming reports]; (5) Subject; (6) Case File Number. 

The FBI began preparing abstracts or summaries of individual documents in 1921. 
Each abstract was prepared in duplicate on 3x5 slips. Only 40% of documents in 
case files were recorded. In 1979, the abstract system was replaced by the 
Automation Incoming Mail Serialization [AIMS] computerized system. 

Abstracts can not be used for historical or research purposes without the 
corresponding complete document inasmuch as the information contained within 
the abstracts is in extremely abbreviated form. 


bo 

b7C 


115-108 


NSN 7540-00-634-4064 


STANDARD FORM 115 (REV. 8-83) 
Prescribed by GSA 
FPMR (41 CFR) 101-11.4 



& REQUEST FOR RECORDS DIS 




N AUTHORITY - CONTINUATION 




PAGE 


OF 


8. DESORPTION OF ITEM 

(WITH INCLUSIVE DATES OR RETENTION PERIODS) 


Numerical / Alphabetical Case File Abstract System - continued 

1) Source/Chronological Set 
DESTROY immediately. 

2) Case/Serial Set 

(a) Abstracts corresponding to Permanent Multi-Section Case Files 
DESTROY immediately. 

(b) Abstracts corresponding to all other Case Files 
DESTROY immediately. 

3) Special Intelligence Service [SIS] Program Set - circa 1940-1948 
DESTROY immediately. 

4) Personnel/ Applicant Case File Abstracts 


9. GRS OR 
SUPERSEDED 
JOB 

CITATION 


10. ACTION 
TAKEN 
(NARS USE 
ONLY) 


DESTROY immediately. 


115-108 


Four copies, including original to be submitted 
to the National Archives and Records Service. 


STANDARD FORM 1 1 5 (REV. 1 2-83) 
Prescribed by GSA 
FPMR (41 CFR) 101-11.4 






NWM 18.98 

MEMORANDUM TO AGENCY RECORDS OFFICERS AND INFORMATION RESOURCE 
MANAGERS: The Archivist's Statement and the Electronic Records Work Group Final Report 

The Archivist’s Statement dated September 21, 1998, and the Electronic Records Work Group Final 
Rep ort that was subm it ted to the Archivist on September 14, 1998 are both available on the NARA 
web site at <http://www.nara.gov/records/grs20/index.html>. 

In light of the decision that the Bulletin on scheduling electronic copies formerly covered by GRS 
20, items 13, 14, and 15 (called “electronic source records” by the Electronic Records Work Group) 
be circulated for inter-agency review prior to its final issuance, the tentative training classes on 
implementing schedules and plans outlined in the August 20, 1998, Memorandum to Agency 
Records Officers (NWM 17.98) will be rescheduled for later in FY 1999. We will notify you when 
the new dates are set. 

I would like to take this opportunity to thank all the Federal records managers who participated in 
the ERWG process, either by commenting on drafts, attending open meetings, or serving as a Work 
Group member. The dialogue was important not only to increase communications with you, our 
customers, but also to heighten awareness of records management issues and the electronic records 
problems facing agencies today for different audiences. We will continue the dialogue as we move 
forward on addressing electronic recordkeeping issues during FY 1999 with the follow-on group and 
other initiatives mentioned in the Archivist’s Statement. 

The Government will be updating the court with the status and the expected course of our activities, 
rand^Mll-be-addresgmg-ftie^mpaets-that-agencies-maybeTacingT^PkiasepenodreallyTdieek^lire^^ - ^ 
GRS 20 web site at <http://www.nara.gov/records/grs20/index.html> for additional information. 



Modem Records Programs 
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National Archives and Records Administration 



National \ , . 

chives at College Park 



8601 Adelphi Road College Park MD 20740-6001 


October 19, 1998 

TO: Agency Records Officers 

SUBJECT: Agency comment on draft NARA bulletin 


The Office of Management and Budget (OMB) has asked NARA to send the attached draft 

NARA bulletin for your review and comment as part of their review of the bulletin under b 6 

Executive Order 12 866. At OMB’s request, also attached is a copy of a memorandum from b7 

Chief, Information Technology Branch, Office of Information and Regulatory 

Affairs, to the CIO Council. The Archivist of the United States is sending a similar letter to 
Heads of Federal agencies. 


Please provide copies nf vrmr written mmrnp.nts both OMB and NARA by November 19, 
1998, to the addresses in nemo. 


Questions sh ould be directed to 

@arch2.nara.gov, or via fax at 


ati 


Jext | | or via e-mail at 


LEWIS J. BELLARDO 

Deputy Archivist of the United States 


Attachments 


HQ -C 1 (■ ^ooSi — -j2_ 


National Archives and Records Administration 
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NARA Bulletin No. 99-xx 
TO: Heads of Federal Agencies 

SUBJECT: Scheduling electronic copies of program records and administrative records not 
covered by the General Records Schedules (GRS) 

EXPIRATION DATE: [2 years after issuance] 

1. What is the purpose of this bulletin ? This bulletin provides guidance to you on scheduling the 
electronic copies of program records and certain administrative records of your agency that were 
previously scheduled under GRS 20, items 13 (word processing documents), 14 (e-mail), arid 15 
(electronic spreadsheets). 

2. To what records does this bulletin apply ? This bulletin applies only to the electronic copies of 
scheduled records. 

3. What do I do with electronic copies of unscheduled records ? You must schedule electronic 
copies of unscheduled records and new records series in accordance with NARA Bulletin 98-02. 

4. Why can’t I use GRS 20 ? The 1995 edition of GRS 20, Electronic Records, authorized the 
deletion of electronic mail, word processing, and spreadsheet records from your computer after a 
copy was made for your file or other recordkeeping system. On October 22, 1997, the U.S. 
District Court for the District of Columbia issued an order declaring GRS 20 “null and void.” 

The Government filed an appeal with the U.S. Court of Appeals for the District of Columbia. 

That appeal is pending. 

5. What action has NARA taken ? 

a. Although the Government has appealed the Court’s decision, we believe that we need 
to develop a different approach to the disposition of records created on electronic mail, word 
processing, spreadsheet, and other office automation applications than was provided in GRS 20. 
To that end, I formed an interagency Electronic Records Work Group (ERWG), consisting of 
selected Federal records officers and information management specialists, NARA staff, and State 
government and private sector consultants, with oversight by the Deputy Archivist of the United 
States. I charged the Work Group to identify appropriate areas for revision of the General 
Records Schedules,. explore alternatives for authorizing the disposition of electronic copies of 
records, and recommend practical solutions for their scheduling and disposition. 

b. On September 14, 1998, ERWG submitted its report to me as Archivist of the United 
States. This bulletin reflects my decisions on implementing the Work Group’s first 
recommendation that you must schedule your program records and administrative records not 
covered by the GRS, in all formats. 




• • 


c. This bulletin is only a first step toward a comprehensive solution to electronic records 
issues. We must develop together long-term plans for dealing with these issues. We will lead 
this effort and work in partnership with you to ensure steady progress in solving electronic 
records problems, as promised in my September 21, 1998, statement on the ERWG 
recommendations. (The statement is available on our GRS 20 web page at 
<http:www.nara.gov/records/grs20A>.) 

6. What steps must I take ? Review attachment B to this bulletin to determine whether you can 
revise and submit your records schedules in the next 1 80 days. If you cannot, you must develop 
and submit a plan within 180 days that outlines how you will revise your records schedules 
within the next two years. 

7. What if I choose to submit a revised schedule? If you choose to submit revised schedules, 
you must do so no later than [ 1 80 davs from date of bulletin] . Attachment B contains 
instructions for preparing and submitting revised schedules. 

8. Will these revised schedules be available to the public ? Yes. We will publish Federal 
Register notices on all schedules that you submit to allow interested parties to request a copy of 
each schedule and any associated appraisal reports from us. The notices will specify which 
schedules include electronic copies of records being scheduled in accordance with this bulletin. 

9. What if I choose to submit a plan for schedule revision ? 

a. If you choose to submit a plan for schedule revision, you must do so no later than . 

[1 80 davs from date of bulletin] . Attachment B contains instructions for preparing and 
submitting the plan. 

b. Before approving a plan, we must determine that you have: (1) identified all the areas 
that require scheduling; (2) devised an adequate strategy for doing the work required; and (3) 
outlined a logical sequence and schedule for completing the work. We will track your progress 
in completing the plan through the submission of SF 1 1 5s. 

c. If we do not approve your plan as submitted, we will notify you of the plan’s 
deficiencies and work with you to correct them. 

10. What if T do not meet these deadlines ? To continue your present disposition practices for 
electronic copies, you must submit your schedules and/or plans by the deadlines specified in 
paragraphs 7 and 9 of this bulletin. 

11. What if I need help preparing schedules or plans ? 

a. We will review your submissions and work closely with you to approve your 
schedules and/or plans. 


2 


■; * 



b. To assist you in preparing schedules and plans, we will provide no-cost training. 

Three-hour training sessions will be held on: fmultiple dates] . Except for the session, 

which will be held at the National Archives at College Park, training will be provided in the 
National Archives Building at 700 Pennsylvania Avenue in Washington, DC. Advance 
registration is required. Additional training sessions may be arranged at locations outside the 
Washington, DC, area, as needed. 


12. How do I register for training ? Contacj 
FAX (301-713-6850), ore-mail at 


by telephone (301-713-7100, ext | 1 
J2jarch2.nara.gov>. Please provide your name, 


agency, the number of attendees, and a telephone and e-mail address for possible cancellations. 
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13. Who do I contact for farther information ? 


a. For general questions and comments concerning this bulletin contact Michael 
Miller, Director, Modem Records Programs, National Archives and Records Administration, 
8601 Adelphi Road, Rm. 2100, College Park, MD 20740-6001 or by telephone (301-713-7110, 
ext. 229) or e-mail at <grs20@arch2.nara.gov>. 

b. For preparation of plans and schedules address questions to the appraiser in our 
Life Cycle Management Division with whom your agency normally works. 


JOHN W. CARLIN 
Archivist of the United States 
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Definitions That Apply to this Bulletin 

Administrative records. Those records created by several or all Federal agencies in performing 
common facilitative functions that support the agency’s mission activities, but do not directly 
document the performance of mission functions. Administrative records relate to activities such 
as budget and finance, human resources, equipment and supplies, facilities, public and 
congressional relations, and contracting. 

Related terms: PROGRAM RECORDS, RECORDS 

Application Program. A complete, self-contained program that performs a specific function 
directly for the user. This is in contrast to system software such as the operating system kernel, 
server processes, and libraries, which exists to support application programs. (Source of definition: 
FOLDOC) (Examples: Word processing, spreadsheets, and electronic mail.) 

Business Application. A specific application program, a set of such programs, or an electronic 
information system which supports an agency business function or process. (Example: 
Automated payroll system). 

Business needs. An agency’s need to conduct its business, maintain a record of its essential • 
activities and decisions for its own use, support oversight and audit of those activities, and permit 
appropriate public access. Agencies have certain responsibilities under the Electronic Freedom of 
Information Act Amendments (EFOIA) to make records available in electronic format. Although 
NARA does not have the statutory authority to mandate how agencies comply with EFOIA, 
agencies should be aware that public access is one of several business needs that they need to 
consider in scheduling their electronic copies. 

Electronic copies. As used in this bulletin, an electronic record created using office automation 
software such as word processing, spreadsheets, other desktop applications, or electronic mail, 
that remains in storage on the computer system after the recordkeeping copy is produced. 

Electronic information system. A system that contains and provides access to computerized 
Federal records and other information. (Source: 36 CFR 1234.2) 

(Examples: database systems used by IRS to maintain tax data, Social Security to maintain 
benefits data, Commerce Department to maintain census data.) 

Electronic record. Any information that is recorded in a form that only a computer can process 
and that satisfies the definition of a Federal record in 44 U.S.C. 3301. (Source: 36 CFR 1234.2) 

Electronic recordkeeping system. An electronic system in which records are collected, 
organized, and categorized to facilitate their preservation, retrieval, use, and disposition. (Source: 
36 CFR 1234.2) 
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Related terms-. ELECTRONIC INFORMATION SYSTEM AND INFORMATION 
TECHNOLOGY RECORD 

Information Technology. Any equipment or interconnected system or subsystem of equipment, 
that is used in the automatic acquisition, storage, manipulation, management, movement, control, 
display, switching, interchange, transmission, or reception of data or information, including 
computers, ancillary equipment, software, firmware and similar procedures, services (including 
support services), and related resources. (Source: ITMRA 5002 (3)) 

Information Technology Record. A record that concerns the planning, acquisition, management, 
maintenance, or use of information technology, electronic information systems, or application 
programs, or that is necessary for the effective use of information technology. 

Information Technology System. People, information technology, and methods organized to 
accomplish a set of specific functions. 

Office Automation. The techniques and means used for the automation of office activities, in 
particular, the processing and communication of text, images, and voice. (Source: ANSI) 

Office Automation System. Information technology used for office automation. 

Program records. Those records created by each Federal agency in performing the unique 
functions that stem from the distinctive mission of the agency. The agency’s mission is defined 
in enabling legislation and further delineated in formal regulations. 

Related terms : ADMINISTRATIVE RECORDS, RECORDS 

Recordkeeping copy. The copy of a record that is captured and maintained in a recordkeeping 
system. 

Recordkeeping requirements. Statements in statutes, regulations, or agency directives providing 
general and specific guidance on particular records to be created and maintained by an agency. 
Since each agency is legally obligated to create and maintain adequate and proper documentation 
of its organization, functions, and activities, it needs to issue recordkeeping requirements for all 
activities at all levels and for all media and to distinguish records from nonrecord materials and 
personal papers. (Source: 36 CFR 1220.14) 

Recordkeeping system. A manual or automated system in which records are collected, organized, 
and categorized to facilitate their preservation, retrieval, use, and disposition. (Source: 36 CFR 
1220.14) 

[Note: An electronic recordkeeping system may be either a distinct system designed 
specifically to provide recordkeeping functionality or part of another system. A distinct 
electronic recordkeeping system will comprise an application program which provides 
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recordkeeping functionality, data and metadata needed for management of the records 
controlled by the system, and any electronic records managed by the system. An 
electronic recordkeeping system may be part of another system, such as an application 
system or an electronic document management system, when the design of that system 
includes recordkeeping functionality.] 

Records. Includes all books, papers, maps, photographs, machine-readable materials, or other 
documentary materials, regardless of physical form or characteristics, made or received by an 
agency of the United States Government under Federal law or in connection with the transaction 
of public business and preserved or appropriate for preservation by that agency or its legitimate 
successor as evidence of the organization, functions, policies, decisions, procedures, operations, 
or other activities of the Government or because of the informational value of data in them. 
Library and museum material made or acquired and preserved solely for reference or exhibition 
purposes, extra copies of documents preserved only for convenience of reference, and stocks of 
publications and of processed documents are not included. (Source: 36 CFR 1220.14) 

Related terms: ADMINISTRATIVE RECORDS, PROGRAM RECORDS 

Records Schedule. Also called RECORDS DISPOSITION SCHEDULE, RECORDS CONTROL SCHEDULE, 
RECORDS RETENTION SCHEDULE, RECORDS RETENTION AND DISPOSITION SCHEDULE, OR 
SCHEDULE. A document providing mandatory instructions for what to do with records (and 
nonrecord materials) no longer needed for current Government business. The term refers to: 

(1) an SF 1 15, Request for Records Disposition Authority, that has been approved by NARA to 
authorize the disposition of Federal records; (2) a General Records Schedule (GRS) issued by 
NARA; and (3) a printed agency manual or directive containing the records descriptions and 
disposition instructions approved by NARA on one or more SF 115s or issued by NARA in the 
GRS. (Source: 36 CFR 1220.14 and NARA publication A Federal Records Management Glossary. 1993 ed.1 

Series-based review. The basis on which NARA appraises the potential research value of records 
by taking into account the value of whole series or systems of records. A records series is 
generally described as documents arranged according to a filing system or kept together because 
they relate to a particular subject or function, result from the same activity, document a specific 
kind of transaction, take a particular physical form, or have some other relationship arising out of 
their creation, receipt or use. 

System. People, machines, and methods organized to accomplish a set of specific functions. 
(Source: ANSI) 


Sources of Definitions 

ANSI Dictionary for Information Systems 
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FOLDOC 

ISO 2382 
ITMRA 
36 CFR 





“The Free On-line Dictionary of Computing, http://wombat.doc.ic.ac.uk/, Editor 
Denis Howe” 

ISO, Vocabulary - Information Processing 
Information Technology Management Reform Act 
36 CFR Chapter XII (NARA Regulations) 


Attachment A - 4 


NARA Bulletin 99-xx 


Attachment B 


Instructions For Preparing Records Schedules For Electronic Copies And 
Plans For Scheduling Electronic Copies 

1. What is the purpose of these instructions? These instructions explain how to schedule your 
program records and administrative records not covered by General Records Schedules (GRS), in 
all formats. They supplement NARA regulations, guidance, and other instructions that already 
exist for scheduling records in general, as well as other types of electronic records apart from 
electronic copies. 

2. Why can’t I continue my present disposition practices? We are adopting the Electronic 
Records Work Group Report to the Archivist of the United States recommendation that you 
should schedule your program records and administrative records not covered by the GRS in all 
formats, including electronic copies. Since the large majority of current agency records 
disposition schedules do not cover these records, you will need to obtain NARA-approved 
schedules for them. To comply with this requirement, you should extend existing schedule series 
items to cover the electronic copies, as well as the recordkeeping copies, of the program records 
and administrative records not covered by the GRS. If series are not currently scheduled, you 
should develop new schedule submissions to cover both recordkeeping and electronic copies as 
outlined in NARA Bulletin 98-02. (That bulletin is available on our GRS 20 web page at 
<http://www.nara.gov/records/grs20/>.) 

3. What definitions apply to this guidance? See Attachment A for a discussion of 
“administrative records,” “electronic copies,” “program records,” “recordkeeping copies,” 
“business needs,” and other terms used in this guidance. 

4. When should I submit revised schedules? You should submit revised schedules as soon as 
possible. We do recognize, however, that agencies differ in terms of how much work is required 
to complete the task and how many resources are available. For that reason, we offer you a 
choice to submit either fully revised schedules or a plan for developing revised schedules over 
the next two years. You must submit either the revised schedules or a plan for revising your 
schedules by [date]. 


Preparing Records Schedules 

5. How do I revise my previously approved schedules to include electronic copies? You 
must ensure through a series-based review that any specific groupings of electronic copies with 
distinct value in terms of business needs, including both staff and public reference use, are 
maintained for adequate periods of time. This review may require that you request different 
retention periods for certain specific series of electronic copies. 

Series-based review means that you must: 
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1) Review all existing agency records series that have related electronic copies requiring 
disposition authority; 

2) Evaluate the internal business and reference needs, along with the potential external 
reference needs (including EFOIA), for the electronic copies; and 

3) Develop proposed disposition authorities that: 

a) indicate the relationship of electronic copies to the existing records series, and 

b) provide for the appropriate disposition of electronic copies, and of related 
recordkeeping systems if these systems require revised disposition authority. 

4) For records already scheduled as permanent, determine whether the electronic copies 
are in a format that meets our transfer standards for electronic records (36 CFR 
1228.188). If so, you are encouraged to bring that fact to our attention. We will consider 
whether the electronic copies are suitable for archival preservation. 

6. How should the schedule items be organized? You may organize the schedule items on a 
single or multiple SF 1 15s according to your organizational program, component, or functional 
area. We developed two scheduling models for you to use (see Attachments C and D). 
Regardless of the model chosen, you must follow the practices and procedures for inventorying 
and scheduling records as outlined in regulation (including 36 CFR 1220, 1228, 1234) and 
guidance (including Disposition of Federal Records Handbook). If you also are scheduling • 
unscheduled records or revising other scheduled series, we encourage you to submit those 
schedules on separate SF 115s, following the guidance in NARA Bulletin 98-02. If you include 
them in the SF 115s for electronic copies of scheduled records, you must identify them clearly as 
new items. 

7. What is the first scheduling model? Under Model 1 you would add an appropriate 
disposition for the electronic copies formerly covered by GRS 20, items 13, 14, and 15, to every 
disposition instruction in your manual or records schedules. You should use Model 1 if: (a) you 
have determined that you have a business need and the technological capability to maintain 
electronic copies in addition to the paper (or electronic) records that are maintained as the 
recordkeeping copy; and (b) the electronic copies need to have varying retention periods; or (c) 
you cam easily insert a separate disposition statement for the electronic copies for each individual 
series in the agency disposition manual. 

8. What is the second scheduling model? Under Model 2 you would group records by 
program, function, or organizational component and would propose disposition instructions for 
the electronic copies associated with each grouping. This format allows you to obtain approval 
for the disposition without having to physically annotate the disposition for each series of 
records. To use this model, first determine the most appropriate groupings for your records. If 
your schedules are organizational, you would most likely group records by organizational 
component. If you have a functional schedule, you would normally group records by functional 
area in accordance with the way your schedules or disposition manual are structured. You may 
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propose: (1) a single disposition for each grouping with some variation possible from group to 
group (this provides a common disposition for all series within each grouping) or (2) a single 
disposition for most series within a grouping, but with some exceptions to that common 
disposition for specific series. Regardless of which approach you choose , each proposed 
disposition should cite either the appropriate agency published disposition manual or the NARA 
disposition job number(s). 

9. Which scheduling model should I choose? We strongly recommend using Model 1 because 
it is consistent with other scheduling practices and is the easiest to explain to staff and integrate 
into existing agency schedules and manuals. Model 1 will not require the extensive cross 
references necessary to integrate Model 2 into current agency schedules and therefore will help to 
avoid mistakes in the application of approved dispositions. However, we recognize that you may 
wish to provide grouped disposition authorities for multiple collections of electronic copies that 
have the same values and retention requirements. In that case, you could use Model 2. 

10. How do I submit a revised schedule? You must submit a complete scheduling package 
covering electronic copies of program records and administrative records not covered by the 
GRS. The scheduling package must consist of one or more Standard Form 115s (Request for 
Records Disposition Authority), and a diskette containing electronic versions (in either 
WordPerfect, MS Word, or Hypertext Markup Language [HTML]) of the SF 115s. You must 
also provide adequate cross-references between approved records schedule items or disposition 
manual citations and the proposed new SF 1 15 items for electronic copies. Block 6 of the SF 
115 requires certification that records proposed for disposal are not needed for agency business 
after the retention periods specified. Block 6 also certifies that the General Accounting Office 
has reviewed (or is in the process of reviewing) all proposed dispositions for program records 
retained for less than three years. (You may send the schedule to GAO for review at the same 
time that you submit it to us. We cannot complete approval of your submission until GAO 
concurrence is received.) 

Preparing Plans for Scheduling 

11. What if I can’t revise all my schedules within 180 days? If you cannot prepare the 
scheduling package within 180 days, you must submit a plan to us for completion of scheduling 
within two years. Plans must provide a coherent strategy for submitting schedules for all 
electronic copies that lack disposition authority. We will work closely with you to ensure that 
the plan is realistic and that you demonstrate steady progress in meeting its milestones. See 
Attachments E and F for examples of a letter and a plan. 

12. What should my plan submission include? 

A. A letter to the NARA Director, Modem Records Programs, from your Chief Information 
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Officer (or other agency official authorized to commit agency resources to carry out the plan) 
stating that schedules cannot be submitted within 1 80 days. This letter must include a 
commitment to schedule your electronic copies in accordance with a plan proposed by you and 
approved by NARA. Also include the name and telephone number of your designated agency 
point of contact for the plan. 

B. An explanation of why you choose to do a plan. Reasons might include: 

• Existing schedules cover all programs but are significantly out of date and must be 
revised; 

• Significant portions of your program areas are not covered by approved records 
disposition schedules; 

• You must complete extensive inventories to determine the adequacy of your schedules; 

• Guidance consistent with current NARA regulations concerning e-mail and other 
recordkeeping requirements has not been produced and disseminated to your staff; 

• Recordkeeping guidance is not adequately implemented through training and evaluation; 
or 

• You do not have the resources to complete schedule submissions for electronic copies 
within the time provided. 

C. A plan for submitting schedules for all electronic copies . Your plan, covering a period not to 
exceed two years, must include: 

• An assessment of your current disposition schedule along with a strategy for developing 
and submitting SF 115s. This strategy is linked to milestones (see below) and must 
reflect work necessary to develop schedules for electronic copies and may include other 
records that require new or revised disposition authorities. Your strategy should follow 
the practices and procedures for inventorying and scheduling records as outlined in 
regulation (including 36 CFR 1220, 1228, 1234) and guidance (including Disposition of 
Federal Records Handbook ). If you cannot perform a detailed assessment of your 
schedule before submitting the plan, completion of the assessment and submission of a 
revised plan based on that assessment must be an early milestone. 

• An assessment of the adequacy and implementation of all agency-issued recordkeeping 
guidance, including any existing guidance for e-mail and other electronic copies . NARA 
regulations for Federal agency records management guidance and implementation may be 
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found under 36 CFR 1220, 1222, 1228, and 1234. If your guidance is inadequate to 
ensure that records are appropriately maintained in recordkeeping systems for as long as 
needed, your plan should provide a strategy for bringing about the necessary 
improvements. 

• Milestones for taking actions. We expect you to submit SF 1 15s incrementally 

throughout the period of the plan. These continuous submissions (covering segments of 
your activities, e.g., organizational program, component, or functional area) will 
demonstrate steady progress in scheduling your program and non-GRS administrative 
records and improving electronic recordkeeping guidance and guidance implementation 
where necessary. 

D. Please include a diskette containing the electronic version (in either WordPerfect, MS Word, 
or Hypertext Markup Language [HTML]) of the plan. 

13. Should my plan give priority to certain records? When developing your plan, you should 
consider such criteria as potential research use and other appropriate public access, when 
determining which schedules for electronic copies should be developed and submitted first. If 
you do not have specific internal priorities, you should begin with those programs or 
organizational units that produce records already appraised as permanent in other formats (e.g., 
paper). In addition, you should give priority to scheduling electronic copies for temporary 
records that you recognize as having significant internal or external reference value during their 
approved retention periods. 

14. What if I am able to revise some but not all of my schedules within 180 days? You may 
submit schedules for segments of your electronic copies in conjunction with a plan for 
scheduling the remainder of your records. In such cases, your plan would describe the submitted 
schedules as early milestones. 

15. What if NARA does not approve my plan? We will notify you of the plan's deficiencies 
and work with you to correct those deficiencies. 
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Sample Schedule Using Model 1 

The following is an example of a Model 1 schedule covering records of a single component office 
of an agency. Were this an actual situation, you would either include in the schedule items for 
the series your other components accumulate or you would submit additional schedules covering 
your other components. 

1 . Director’s Correspondence Files: Correspondence of the Director and Deputy Director with 
other Federal agencies, the White House, members of Congress, trade associations, and undersea 
transporters. 

a. Recordkeeping copy (paper): Permanent (Nl-888-93-1/1) 

b. Electronic copies: Delete after recordkeeping copy has been produced. 

c. Electronic index to Director’s Correspondence: Permanent (Nl-888-93-l/la) 

Transfer to NARA in accordance with 36 CFR 1228. 1 88. 

2. Publications: Copy of each pamphlet, bulletin, report, booklet, brochure, leaflet, fact sheet, 
newsletter, or other material for public distribution published by FUSTA, with related 
background files. 

a. Recordkeeping copy (paper): Permanent. (Nl-888-88-1/2) 

b. Electronic copies: Delete after recordkeeping copy has been produced. 

3. Budget Spreadsheets. Contains budget requests from all agency program elements as well as 
the official consolidated agency request for each fiscal year. 

a. Recordkeeping copy (electronic spreadsheet files): Delete when six years old. (Nl- 
888-91-l/9a). 

b. Printouts: Destroy when two years old. 

4. Speeches, Addresses, Comments: Speeches, addresses and comments made by the Director or 
designated staff members at official functions or formal ceremonies. 

a. As delivered: 

i. Recordkeeping copy (paper): Permanent. (Nl-888-88-l/4a) 
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ii. Electronic copies: Delete after recordkeeping copy has been produced. 

b. As printed and distributed. 

i. Recordkeeping copy (paper): Permanent. (Nl-888-88-l/4b) 

ii. Electronic copies: Delete after recordkeeping copy has been produced. 

5. Informational Releases: Copy of informational releases such as News Releases, Press 
Releases and Biographical sketches of the FUSTA Directors and Deputy Directors, with related 
background papers. 

a. Copy of final document as released 

i. Recordkeeping copy (paper): Permanent. (Nl-888-88-l/5a) 

ii. Electronic Information Release File. Electronic system containing full text of 
all FUSTA information releases (except biographies): Permanent. Transfer to 
NARA in accordance with 36 CFR 1228.1 88 in annual increments at end of • 
calendar year. 

iii. Other electronic copies: Delete after recordkeeping copy and electronic 
information release copy have been produced. 

b. • Drafts, concurrences, and other background papers 

i. Recordkeeping copy (paper): Disposable. (Nl-888-88-l/5b) 

ii. Electronic copies: Delete after recordkeeping copy has been produced. 

6. FUSTA Annual Reports: 

a. Record set maintained by Public Affairs Staff. 

i. Recordkeeping copy (paper): Permanent. (Nl-888-91-1/10) 

ii. Electronic copies: Delete when five years old. 

b. Background papers, including drafts. 

i. Recordkeeping copy (paper): Disposable. (Nl-888-91-1/2) 
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ii. Electronic copies: Delete after recordkeeping copy has been produced. 

7. Organization and Directive Files: Final approved and signed record copy of formal directives, 
information bulletins, procedural and operating manuals, organizational charts and function 
statements. 

a. Recordkeeping copy (paper): Permanent. (Nl-888-88-1/7) 

b. Official electronic copy. Copy maintained electronically for access by staff and the 
public. Delete when five years old. 

c. Other electronic copies: Delete after recordkeeping copy and official electronic copy 
have been produced. 

8. General Counsel’s Subject Files: Correspondence, memorandums, reports and other records 
relating to general legal matters 

a. Recordkeeping copy (paper): Disposable. (Nl-888-88-1/8) 

b. Electronic copies: Delete after recordkeeping copy has been produced. 

9. Legal Opinions: Legal Opinions issued by the General Counsel, with related background 
papers. 


a. Recordkeeping copy (paper): Permanent. (N 1-888-88-1/9) 

b. Electronic copies: Delete when three years old. 

10. Public Comments. Incoming and outgoing letters and messages relating to public comments 
about agency programs, policies, and operations. Note: FUSTA instituted a public e-mail box to 
support this function in 1995. 

a. Comments submitted in hard copy: Disposable-destroy when five years old. (Nl- 
888-93-1/12) 

b. Comments submitted electronically: Delete when five years old. 
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Sample Schedule Using Model 2 

The following is an example of a Model 2 schedule that an agency has submitted to cover all of 
its electronic copies. Because the agency 's organizational components have separate schedules, 
it has chosen to group records by component. 

1 . Records accumulated by the Office of Policy, FUSTA. 

a. Electronic copies for all series covered by Disposition Job Nl-888-88-3 except those 
listed under Item 3(b) 

Delete after recordkeeping copy has been produced. 

b. Electronic copies of Policy Memorandums 

Delete when memorandum is superseded or when 2 years old, whichever is later. 

2. Records of the Office of Regulatory Affairs, FUSTA. 

a. Electronic copies for all series covered by Disposition Job Nl-888-88-4, except for 
records covered by-items 4(b) and 4(c). 

Delete after recordkeeping copy has been produced. 

b. Electronic copies of regulations 

Delete 2 years after regulation is superseded. 

c. Database of Regulations Systems (DORS). Electronic system containing all current 
and proposed FUSTA regulations. Permanent. Transfer to NARA in accordance with 36 
CFR 1228.188. 

d. White House Referrals. Complaints from carriers and the public concerning FUSTA 
regulations referred to FUSTA by the White House. (NEW ITEM) 

i. Recordkeeping copy (paper) 

Destroy when five years old. 

ii. Electronic copies 

Delete after recordkeeping copy has been produced. 
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3. Electronic copies of records accumulated by Office of Administration, FUSTA, that are 
covered by Disposition Job N1 -888-88-2, excluding series covered by the General Records 
Schedules. 

Delete after recordkeeping copy has been produced 

4. Electronic copies of records of the Office of Inspections and Investigations, FUSTA, covered 
by Disposition Job N 1-888-88-5. 

Delete after recordkeeping copy has been produced. 
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Sample Plan Letter 

Mr. Michael Miller 

Director, Modem Records Programs (NWM) 

National Archives and Records Administration 
8601 Adelphi Rd. 

College Park, MD 20740-6001 

Dear Mr. Miller: 

(Proposal to submit plan/estimated date of complete implementation) 

In accordance with NARA Bulletin 99-xx, the Federal Undersea Transportation Administration 
(FUSTA) has prepared a plan to schedule by June 2000, the electronic copies associated with 
record series not covered by the General Records Schedules. We have chosen this approach 
because we will not be able to prepare schedules for these records within the 180 day time frame 
specified in the Bulletin. 


(Reason plan is needed) 

Our schedules require substantial revision. Preparing updated schedules, particularly for several 
major FUSTA components, will entail considerable effort and cannot be accomplished in 180 
days. Instead, we will prepare and submit schedules in accordance with the milestones specified 
in our plan, which is enclosed. 


(Point of contact) 


If you have any quest ions concerning our p lan, please contacl] 
Management Staff, on 


Chief, Records 


Sincerely, 


b6 

b7C 


JOHN SMITH 
Director 

Enclosure 
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Plan for Scheduling Electronic Copies of Records of the Federal Undersea 
Tansportation Administration (FUSTA) 


Introduction 

As indicated in the attached letter from the Director, FUSTA cannot complete schedules for its 
electronic copies of records created by office automation systems within the time frame specified 
in NARA Bulletin 99-xx, Consequently, we submit this plan, which, in accordance with Bulletin 
99-xx, includes an assessment of our current schedules, an assessment of our recordkeeping 
guidance, and milestones for completing schedules within two years. 

Assessment of current agency schedules 

FUSTA is comprised of five organizational components: Office of the Director, which includes 
the General Counsel, Congressional Liaison, Public Affairs, and other staff offices; Office of 
Administration, which is responsible for personnel, budget, and other administrative functions; 
Office of Policy, which develops overall policies in the area of undersea transportation; Office of 
Regulatory Affairs, which formulates and issues rules and regulations; Office of Inspections and 
Investigations, which monitors compliance with FUSTA rules and regulations. All FUSTA- 
offices are located in Washington, DC, except for the Office of Inspections and Investigations, 
which has field offices in eight major ports in addition to a Washington-based central office. 

In 1987, two years after FUSTA’ s establishment, five schedules were approved by NARA, one 
for each of the offices discussed above: Nl-888-88-1 (Office of the Director), Nl-888-88-2 
(Office of Administration), Nl-888-88-3 (Office of Policy), Nl-888-88-4 (Office of Regulatory 
Affairs), andNl-888-88-5 (Office of Inspections and Investigations). Together, these schedules 
covered all FUSTA records. In the early 1990s, three additional schedules were submitted, each 
covering one or two new series, mainly in the Office of the Director. All eight approved 
schedules have been consolidated in a printed issuance, FUSTA Handbook 1 500. The current 
edition was issued in January 1995. 

Schedules for the Office of the Director, the Office of Administration, and the Office of Policy 
are relatively complete and up-to-date. The Office of the Director’s schedules are complete and 
up-to-date and a scheduling package has been submitted separately from this plan. The activities 
of the latter two offices, their recordkeeping practices, and the record series they accumulate have 
changed little since 1987. However, a small number of new series may now accumulate in these 
offices and it is possible that retention periods for some temporary records warrant revision. 

Schedules for the Office of Regulatory Affairs and the Office of Inspections and Investigations 
warrant considerable revision. Since 1987, the types of rules and related investigations have 
expanded considerably. In addition, in the early 1990s, each of these offices assumed 
responsibility for certain staff functions formerly provided by staff in the Office of the Director. 
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Finally, the Office of Regulatory Affairs and the Office of Inspections and Investigations have 
developed a variety of electronic systems, particularly in the last three years. None of these 
developments is reflected in current schedules. 

Assessment of recordkeeping guidance and its implementation 

Chapter I of FUSTA Handbook 1500 contains guidance that addresses such issues as the 
ownership of official FUSTA records, when drafts and other work papers must be treated as 
official records, the need to document decisions reached in meetings or telephone conversations, 
and the distinction between personal files and official records. Agency Directive 1500.1, issued 
in June of 1996, provides guidance to FUSTA staff concerning e-mail. Both these issuances are 
up-to-date and are based on NARA guidance. 

All FUSTA offices (down to the section level) have a copy of FUSTA Handbook 1500, which is 
also available on our internal website. Agency Directive 1500.1 was provided to all employees 
and also is available on our website. Annually, members of the FUSTA records management 
staff (which is part of the Office of Administration) visit individual offices and provide one hour 
briefings to staff on all records issues and answer questions. In addition, records management 
staff spot-check files in the course of these visits to ensure that offices are maintaining records 
properly. These reviews have shown that official agency files are generally complete and . 
include, where appropriate, drafts and other work papers and electronic mail messages with all 
necessary transmission information. We, therefore, believe guidance is being implemented 
adequately. 

Milestones for taking actions 

February - June 1999. The Director of FUSTA will inform staff of new records management 
scheduling initiative and remind them of recordkeeping requirements for e-mail and other office 
automation electronic copies through all-staff directives. The Director will establish an oversight 
group, including information technology, records management and key program officials, to 
provide guidance and direction for the effort. The oversight group will assemble a records 
management team and develop procedures for surveying and scheduling FUSTA records. 

July - August 1999 - FUSTA records management team will survey records of the Office of 
Administration and the Office of Policy. Records management team will primarily rely on input 
from records liaisons in these offices, but may make some on-site visits. 

September 1999 - Records officer will submit schedules for the Office of Adminstration and 
Office of Policy to NARA. 

October - December 1999 - Records management team will survey records of the Office of 
Regulatory Affairs and its component offices. Records management team will take active role in 
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on-site review of files, with assistance of records liaisons in individual offices. 

January 2000 - Records management team will develop schedule for the Office of Regulatory 
Affairs and clear it internally. 

February 2000 - Records officer will submit schedule for the Office of Regulatory Affairs to 
NARA. 

February - April 2000 - Records management team will survey records of the Office of 
Inspections and Investigations. Records management team will take active in on-site review of 
files, including visits to several field offices. 

May 2000 - Records management team will develop schedule for the Office of Inspections and 
Investigations and will clear it internally. 

June 2000 - Records officer will submit schedule for the Office of Inspections and Investigations 
to NARA. 
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:UTIVE OFFICE OF THE PRESIDJftT 
Office of management and budge^P 


WASHINGTON, D. C. 20503 

OCT I 9 1998 


MEMORANDUM FOR THE AGENCY CHIEF INFORMATION OFFICERS 

FROM: Brnce McConnell, Chief 

Information Policy and Technology Branch 
Office of Information and Regulatory Affairs 


SUBJECT: Final Opportunity for Comments on Electronic Recordkeeping Bulletin 

This memorandum requests your comments on the attached National Archives and 
Records Administration (NARA) Bulletin, which provides guidance on scheduling electronic 
records that were previously covered by General Records Schedule (GRS) 20, items 13-15. This 
draft is being circulated for inter-agency review prior to final issuance under the provisions of 
E.0. 12866. 


This draft bulletin reflects changes that NARA has made in response to previous agency 
comments on the draft Electronic Records Work Group report. We appreciate die many agency 
comments previously received on the policies contained in earlier versions of this Bulletin, 
including an initial draft sent out by NARA for informal review on June 12, 1998 (NWM 1 1.98, 
dated June 12, 1998), and arevised draft, published in the Federal Register on July 21, 1998 
[Volume 63, Number 139), and corrected by the Notice appearing on page 40583 in the Federal 
Register, July 29, 1998 [Volume 63, Number 139]. 

Given the importance of sound, cost-effective management of electronic records, I again 
seek your agency’s comments on this important bulletin. Please provide your views not only on 
the content and clarity of the guidance, but also as to any programmatic or budgetary 
implications of implementing this guidance. Separate copies of the draft bulletin are being 
transmitted to your agency head and records officer by NARA. Please ensure that your agency’s 
comments are fully coordinated. We appreciate the time and effort you expend to review the 
attached. 


Comments are due November 19, 1998. Comments should be provided: 


Attn:| c/o OMB Docket Library, Room 1 01 02, New Executive Office 

Building, 775 17t h Street, NW, Wa shington, DC 20503; by facsimile (202/395-5086); or 
by electronic mailj ^omb. eop.gov). 
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A copy of your comments should be sent to: 


20740-6001; or via e-mail 


|(NPOL) at NARA, Room 4100, 8601 Adelphi Road, College Park, MD, 

^arch2 .nara.gov). 


To assure a full deliberative process, please be reminded that the draft and your comments should 
not be shared outside the Executive Branch during this review. OMB and NARA have agreed 
that agency comments will be made available to the public after NARA publishes the bulletin. 


TOTAL P.01 
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Archives at College Park 



8601 Adelphi Road College Park , Maryland 20740-6001 


October 26, 1998 
NWM 01.99 


MEMORANDUM TO AGENCY RECORDS OFFICERS AND INFORMATION RESOURCE 
MANAGERS: Federal Register notices relating to electronic records 

This is the third in a series of memos providing updated information on General Records Schedule (GRS) 
20 matters, and it also invites your comments on a recently published Federal Register notice. NARA 
published a notice in the October 9, 1998, Federal Register (pages 54503-5), entitled "Changes to the 
General Records Schedules; Request for Comments." It contains the full text of the proposed expansion of 
the GRS to cover all media and the rationale for the changes. This proposal is based on the second 
recommendation of the Electronic Records Work Group, as explained in Appendix D of the Final Report. 
Comments on the changes to the GRS are due on or before November 9, 1998. 

NARA also published a notice in the October 14, 1998, Federal Register (page 55148) which contains the 
Archivist's statement authorizing agencies to continue their present disposition practices for electronic 
records previously covered by GRS 20, as was ordered in the U.S. District Court Memorandum Opinion 
and Order filed September 29, 1998. The Court authorized the Archivist to state that agencies may 
continue present disposition practices until such records are scheduled or until NARA receives other 
instructions from the District Court or the Court of Appeals. 


NARA is actively pursuing implementation of the other recommendations of the Electronic Records Work 
Group, as outlined in the Archivist’s September 21, 1998, statement on the ERWG Report (see NWM 
18.98), including development of a general records schedule (GRS) for information technology records 
and the establishment of a follow-on inter-agency work group to address additional issues concerning the 
management of electronic records. We will keep you informed as information becomes available. Please 
continue to periodically check the GRS 20 web site at <http://www.nara.gov/records/grs20/index.html> for 
additional information. 


We appreciate the time and effort you have expended to address these electronic records disposition issues, 
and we look forwar d to your comm ents. Any questions that y ou hav e on the proposed GRS changes 
should be dir ected t(| Jat 301-713-6677, extension f \ >r via e-mail at 

b7C 



MICHAEL L. MILLER 


Director 

Modem Records Programs 


H3-c l 73 


National Archives and Records Administration 
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October 23, 1998 


NWM 02.99 


MEMORANDUM TO AGENCY RECORDS OFFICERS AND INFORMATION RESOURCE 
MANAGERS: Bimonthly Records and Information Discussion Group (BRIDG) Meeting - November 10, 
1998 


The Modem Records Programs of the National Archives and Records Administration (NARA) will host 
the next BRIDG meeting on November 10, 1998, from 10:00 to noon in Room 105 of the National 
Archives Building, 7th and Pennsylvania Avenue NW, Washington, D.C. The purpose of the meeting is to 
discuss the Baseline Report and Electronic Recordkeeping Policy and Agency Needs. 


from NARA’s Modem Records Program, Life Cycle Management Division, will discuss the 
Baseline Assessment Program, and answer questions from the audience. The Baseline Assessment 
Program involves the collection and analysis of information about records management programs in all 
Federal agencies. The results are intended to be used to: 1) target assistance and/or corrective action, 
depending on individual agency needs; and 2) determine the overall state of records management programs 
across the government. Topics to be covered include: 

* How Federal agencies will benefit from the Baseline Assessment Program 

* What questions are included in the Baseline Assessment Program 

* How NARA will use the information gleaned from the Baseline Assessment Program 

Next, Michael Miller, Director, Modem Records Programs, will examine Electronic Recordkeeping Policy 
and Agency Needs. Guest speakers, Catherine Teti and Mary Rawlings Milton, from the Office of Thrift 
Supervision (OTS), will address lessons learned at OTS during their recent records management 
application implementation, discuss areas where OTS utilized NARA input, and identify issues where OTS 
might have benefitted from additional NARA guidance on electronic recordkeeping. During the question 
and answer period that follows, agencies will have an opportunity to suggest areas where NARA should 
concentrate on electronic records guidance development. 


Enrollment is limited to 60 pa rticipants. To reserve a place for th< 
name and telephone number Jj_ bn 301-713-7100, ext. 

send an e-mail message tc 


garch2.nara.gov. 


e BRI j) 


G meeting, please provide your 
o later than November 3, 1998, or 


Enclosed are minutes of the August 18, 1998, BRIDG meeting on Procedural Changes as Result of the 
Naval Research Laboratory Review. 



Modem Records Programs 


Enclosure 
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Bimonthly Records and Information Discussion Group (BRIDG) 

Meeting Minutes 

August 18, 1998, 10 a.m.-ll:00 a.m. 

Archives I Room 105 


Procedural Changes as a Result of Disposal of Naval 
Research Laboratory Records at the Washington National Records Center 


Supervisor in the NARA Life Cycle Management Division, opened the meeting by 
giving a broad overview of the April 24th report on the inquiry into the disposal of records of the 
Naval Research Laboratory. The recommended procedural changes discussed today come from 
that report. He noted that NARA is preparing a NARA bulletin for Federal agencies outlining 
the chang es in procedure that NARA will make to implement the report recommendations. 

stated that this activity is part of a larger trend whereby agency responsibilities for 


records ire growing and changing. He cited the issues and new requirements brought about by 
the GRS 20 lawsuit and the reimbursable program as other examples of the shifting landscape of 
records management in the Federal government. 


[said that NARA wanted to get agency feedback at this meeting before issuing the 


bulletin. He discussed recommendations 1 and 2, which focus on developing and implementing 
improved dispositions for Navy Project Case Files, Program Manager’s Case Files, and Lab 
Notebooks. NARA plans to discuss these tasks with Navy, and will use outside review of 
revised schedules and guidance by experts, where appropriate. These matters will also benefit 
from NARA’s overall review of appraisal criteria for research and development (R&D) records. 
For recommendations 3, 4 and 7, which deal with development of sample/select criteria, 
confirming that c urrent dispo sitions can accurately be applied to older records and to donation of 


temporary records 


said implementation should involve ensuring that appraisal 


procedures for NARA staff incorporate these considerations. Recommendation 8, covering 
inappropriate use of the phrase “routine and facilitative” in Federal Registe r notice des criptions 


baid 


of pending records schedules, will also be addressed by NARA procedures. 

NARA plans to handle recommendation 1 1, relating to reappraisal of series covered by existing 
SF 1 1 5s, on a case by case basis. For example, NARA will periodically follow-up with Navy 
regarding the status of the internal review of their existing schedule. 


[ Chief of the NARA Accession and Disposal Branch, Washington National Records 
Center, then discussed recommendation 5, involving notification to agencies if NARA staff 
change any disposition codes of any records; recommendation 6, which states that NARA should 
make agencies more aware of the tools available to them to check the proper status of their 
records; recommendation 9, regarding sending disposal notices via certified mail to verify 
receipt; and recommendation 10, which assumes concurrence for the destruction of records, 
unless otherwise notified. 


Several ques tions were asked about whether destruction notices are sent to field offices or to 
headquarters 'Department of Agriculture) wanted to obtain a copy of the notice 

sent to field omcesl lof the NARA Office of Regional Records Services, explained 




that the way the system is currently set up, an agency representative could only get a copy if his 
was the pri ncipal nam e on the mail code, in which case he would be responsible for notifying the 
field officesl said he would prefer to receive a copy o f the notice, and followed up by 


asking about the availability of an automated SF 135| |said that NARA has long given 

serious consideration to automating the SF 135, and while it could be added as subfimction of 
CIPS, it hasn’t been made a high priority item at this time. 


|(Federal Reserve Board) asked if she could get access to the 08 Report on-line. 

| replied that the 08 Report is not available on-line. She further stated that in order to 
get a report listing unscheduled records the records officer would have to request it specifically 
from WNRC personnel. 


NARA’s Records Officer, pointed out the need for a guide to the different kinds 
of reports available from NARS 5, including information on what the data fields are and what the 
codes mean. The NARA representatives agreed that this was a good idea. 


pf the Life Cycle Management Division, NARA, asked if provi ding the t ools to check 

imited s ervice.) [replied that 


the proper status of agency records would be a free and uni 
they will define “reasonable request” in a letter to agencies) 
will be tied to the reimbursable program. 


said that recovery of costs 


Joffice of Thrift Supervision), citing the inefficiency of paper delivery systems, 


asked what NARA was doing toward expanding electronic delivery systems, including CIPS. 


discussed the various measures NARA is taking in this area. NARA is upgrading the 
records management web site, which includes eventually putting all publications, bulletins and 
issuances on-line, and is also starting a BPR project focused on the front-end of the records 
life-cycle. At some point in the future, NARA expects to enable agencies to conduct more 
business electronically, including submitting SF 115s and SF 135s via computer. He also said 
that NARA has an e-mail distribution list of records managers that is used to send out memos, 
bulletins, and related issuances a s soon as they are distributed internally. He encouraged anyone 

said tha t WNRC is very anxious to increase the 
spoke about other possible tools, such as a 


not on the list to contact NWML 
amount of business conducted via e-mail _ 
telenet connection to CIPS, which will be considered in the 6 to 9 months following the move of 
NARA’s mainframe from St. Louis to Austin this summer. 


said that NR has submitted a product plan to develop a report out of NARS 5 that would 
be generated whenever a disposition instruction was changed. He also said the plan to develop 
an on-line reference request system may overtake CIPS. 


(supported the continued use of certified mail as notification of disposal. She 

suggested that agencies might be willing to pay any extra costs, perhaps as an add on cost via the 
reimbursable program, if the agency did not respond. 


(FDIC) suggested that a possible result of the reimbursable program would be to 
reverse the disposition process so that agencies would tell NARA when to destroy records, in the 
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interests of economic efficiency. | [responded that NARA is interested primarily in 

encouraging good records management, not in turning a profit. 

'FEMA) maintained that the space problem would not be fully resolved even if 

agencies became efficient at disposing of temporary records. He asked h ow NARA would deal 
with increased space needs, especially in the New York City area l [ replied that the 
revolving fund will allow NARA to respond to space needs more efficiently because NARA 
reimbursable activities would not be tied to Congressionally appropriated funds. 


The meeting adjourned at 11:10. 









U.S. Departm^Pof Justice 

Justice Management Division 


Information Management and Security Staff 


Washington, D.C. 20530 

OCT 2 6 1998 


MEMORANDUM FOR BUREAU RECORDS OFFICERS 


FROM: 


SUBJECT : 


RECORDS MANAGEMENT LIAISONS, OFFICES, BOARDS, AND 


DIVISIONS Q Q n 


Director 
Information Management and 
Security Staff 



Comment on draft National Archives and Records 
Administration (NARA) bulletin 


The Office of Management and Budget (OMB) and NARA have requested 
the department's comments on the attached draft NARA bulletin. 

In addition to general comments on the draft, OMB has 
specifically asked us to provide any ' programmatic or budgetary 
implications of implementing the guidance in the draft bulletin. 

The bulletin provides guidance on scheduling the electronic 
copies of program records and certain administrative records that 
were previously scheduled under General Records Schedule 20, 
items 13 (word processing documents) , 14 (e-mail) , and 15 
(electronic spreadsheets) . 


In order that we may respond as an agency to both NARA and OMB, 
please provide any comments to this offic e by November 12. 1998 . 


If you have anv mipsh 
staff on 


ons, ple ase contactf 
or email 


kausdoi . gov 


of my 
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National A , . 

Archives at College Park 



8601 Adelphi Road College Park MD 20740-6001 


October 19, 1998 

TO: Agency Records Officers 

SUBJECT: Agency comment on draft NARA bulletin 


The Office of Management and Budget (OMB) has asked NARA to send the attached draft 
NARA bulletin for your review and comment as part of their review of the bulletin under 
Executive Order 12866. At OMB’s request, also attached is a copy of a memorandum from 
Bruce McConnell, Chief, Information Technology Branch, Office of Information and Regulatory 
Affairs, to the CIO Council. The Archivist of the United States is sending a similar letter to 
Heads of Federal agencies. 


Please provide copies of your written comments to both OMB and NARA by November 19, 
1998, to the addresses in Mr. McConnell’s memo. 


Questions sh ould be directed tq_ 


[S)arch2 .nara.gov, or via fax at 301-713-7270. 


](NPOL) at 301-713-7360, ext | | or via e-mail at 


LEWIS J. BELLARDO 

Deputy Archivist of the United States 


Attachments 
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TO: Heads of Federal Agencies 

SUBJECT: Scheduling electronic copies of program records and administrative records not 
covered by the General Records Schedules (GRS) 

EXPIRATION DATE: [2 years after issuance] 

1. What is the purpose of this bulletin ? This bulletin provides guidance to you on scheduling the 
electronic copies of program records and certain administrative records of your agency that were 
previously scheduled under GRS 20, items 13 (word processing documents), 14 (e-mail), and 15 
(electronic spreadsheets). 

2. To what records does this bulletin apply ? This bulletin applies only to the electronic copies of 
scheduled records. 

3. What do I do with electronic copies of unscheduled records ? You must schedule electronic 
copies of unscheduled records and new records series in accordance with NARA Bulletin 98-02. 

4. Whv can’t I use GRS 20 ? The 1995 edition of GRS 20, Electronic Records, authorized the 
deletion of electronic mail, word processing, and spreadsheet records from your computer after a 
copy was made for your file or other recordkeeping system. On October 22, 1997, the U.S. 
District Court for the District of Columbia issued an order declaring GRS 20 “null and void.” 

The Government filed an appeal with the U.S. Court of Appeals for the District of Columbia. 

That appeal is pending. 

5. What action has NARA taken ? 

a. Although the Government has appealed the Court’s decision, we believe that we need 
to develop a different approach to the disposition of records created on electronic mail, word 
processing, spreadsheet, and other office automation applications than was provided in GRS 20. 
To that end, I formed an interagency Electronic Records Work Group (ERWG), consisting of 
selected Federal records officers and information management specialists, NARA staff, and State 
government and private sector consultants, with oversight by the Deputy Archivist of the United 
States. I charged the Work Group to identify appropriate areas for revision of the General 
Records Schedules, explore alternatives for authorizing the disposition of electronic copies of 
records, and recommend practical solutions for their scheduling and disposition. 

b. On September 14, 1998, ERWG submitted its report to me as Archivist of the United 
States. This bulletin reflects my decisions on implementing the Work Group’s first 
recommendation that you must schedule your program records and administrative records not 
covered by the GRS, in all formats. 




c. This bulletin is only a first step toward a comprehensive solution to electronic records 
issues. We must develop together long-term plans for dealing with these issues. We will lead 
this effort and work in partnership with you to ensure steady progress in solving electronic 
records problems, as promised in my September 21, 1998, statement on the ERWG 
recommendations. (The statement is available on our GRS 20 web page at 
<http:www.nara.gov/records/grs20/>.) 

6. What steps must I take? Review attachment B to this bulletin to determine whether you can 
revise and submit your records schedules in the next 1 80 days. If you cannot, you must develop 
and submit a plan within 180 days that outlines how you will revise your records schedules 
within the next two years. 

7. What if I choose to submit a revised schedule? If you choose to submit revised schedules, 
you must do so no later than [180 days from date of bulletin] . Attachment B contains 
instructions for preparing and submitting revised schedules. 

8. Will these revised schedules be available to the public ? Yes. We will publish Federal 
Register notices on all schedules that you submit to allow interested parties to request a copy of 
each schedule and any associated appraisal reports from us. The notices will specify which 
schedules include electronic copies of records being scheduled in accordance with this bulletin. 

9. What if I choose to submit a plan for schedule revision ? 

a. If you choose to submit a plan for schedule revision, you must do so no later than _ 
[180 davs from date of bulletin] . Attachment B contains instructions for preparing and 
submitting the plan. 

b. Before approving a plan, we must determine that you have: (1) identified all the areas 
that require scheduling; (2) devised an adequate strategy for doing the work required; and (3) 
outlined a logical sequence and schedule for completing the work. We will track your progress 
in completing the plan through the submission of SF 1 1 5s. 

c. If we do not approve your plan as submitted, we will notify you of the plan’s 
deficiencies and work with you to correct them. 

10. What if I do not meet these deadlines ? To continue your present disposition practices for 
electronic copies, you must submit your schedules and/or plans by the deadlines specified in 
paragraphs 7 and 9 of this bulletin. 

11. What if I need help preparing schedules or plans ? 

a. We will review your submissions and work closely with you to approve your 
schedules and/or plans. 
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b. To assist you in preparing schedules and plans, we will provide no-cost training. 

Three-hour training sessions will be held on: f multiple dates] . Except for the session, 

which will be held at the National Archives at College Park, training will be provided in the 
National Archives Building at 700 Pennsylvania Avenue in Washington, DC. Advance 
registration is required. Additional training sessions may be arranged at locations outside the 
Washington, DC, area, as needed. 


12. How do I register for training ? Contact] 
FAX (301-713-6850), or e-mail a| 


by telephone (301-713-7100, ext. 


]2}arch2.nara.gov>. Please provide your name. 


agency, the number of attendees, and a telephone and e-mail address for possible cancellations. 


13. Who do I contact for further information ? 


a. For general questions and comments concerning this bulletin contact Michael 
Miller, Director, Modem Records Programs, National Archives and Records Administration, 
8601 Adelphi Road, Rm. 2100, College Park, MD 20740-6001 or by telephone (301-713-71 10, 
ext. 229) or e-mail at <grs20@arch2.nara.gov>. 


b. For preparation of plans and schedules address questions to the appraiser in our 
Life Cycle Management Division with whom your agency normally works. 


JOHN W. CARLIN 
Archivist of the United States 

Attachment A — Definitions That Apply to This Bulletin 

Attachment B — Instructions for Preparing Records Schedules for Electronic Copies and Plans for 
Scheduling Electronic Copies 
Attachment C — Sample Schedule Using Model 1 
Attachment D — Sample Schedule Using Model 2 
Attachment E — Sample Cover Letter for Plan 
Attachment F — Sample Plan 
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Definitions That Apply to this Bulletin 

Administrative records. Those records created by several or all Federal agencies in performing 
common facilitative functions that support the agency’s mission activities, but do not directly 
document the performance of mission functions. Administrative records relate to activities such 
as budget and finance, human resources, equipment and supplies, facilities, public and 
congressional relations, and contracting. 

Related terms: PROGRAM RECORDS, RECORDS 

Application Program. A complete, self-contained program that performs a specific function 
directly for the user. This is in contrast to system software such as the operating system kernel, 
server processes, and libraries, which exists to support application programs. (Source of definition: 
FOLDOC) (Examples: Word processing, spreadsheets, and electronic mail.) 

Business Application. A specific application program, a set of such programs, or an electronic 
information system which supports an agency business function or process. (Example: 
Automated payroll system). 

Business needs. An agency’s need to conduct its business, maintain a record of its essential 
activities and decisions for its own use, support oversight and audit of those activities, and permit 
appropriate public access. Agencies have certain responsibilities under the Electronic Freedom of 
Information Act Amendments (EFOIA) to make records available in electronic format. Although 
NARA does not have the statutory authority to mandate how agencies comply with EFOIA, 
agencies should be aware that public access is one of several business needs that they need to 
consider in scheduling their electronic copies. 

Electronic copies. As used in this bulletin, an electronic record created using office automation 
software such as word processing, spreadsheets, other desktop applications, or electronic mail, 
that remains in storage on the computer system after the recordkeeping copy is produced. 

Electronic information system. A system that contains and provides access to computerized 
Federal records and other information. (Source: 36 CFR 1234.2) 

(Examples: database systems used by IRS to maintain tax data, Social Security to maintain 
benefits data, Commerce Department to maintain census data.) 

Electronic record. Any information that is recorded in a form that only a computer can process 
and that satisfies the definition of a Federal record in 44 U.S.C. 3301. (Source: 36 CFR 1234.2) 

Electronic recordkeeping system. An electronic system in which records are collected, 
organized, and categorized to facilitate their preservation, retrieval, use, and disposition. (Source: 
36 CFR 1234.2) 


Attachment A - 1 


NARA Bulletin 99-xx 


Attachment A 




i 


Related terms: ELECTRONIC INFORMATION SYSTEM AND INFORMATION 
TECHNOLOGY RECORD 

Information Technology. Any equipment or interconnected system or subsystem of equipment, 
that is used in the automatic acquisition, storage, manipulation, management, movement, control, 
display, switching, interchange, transmission, or reception of data or information, including 
computers, ancillary equipment, software, firmware and similar procedures, services (including 
support services), and related resources. (Source: ITMRA 5002 (3)) 

Information Technology Record. A record that concerns the planning, acquisition, management, 
maintenance, or use of information technology, electronic information systems, or application 
programs, or that is necessary for the effective use of information technology. 

Information Technology System. People, information technology, and methods organized to 
accomplish a set of specific functions. 

Office Automation. The techniques and means used for the automation of office activities, in 
particular, the processing and communication of text, images, and voice. (Source: ANSI) 

Office Automation System. Information technology used for office automation. 

Program records. Those records created by each Federal agency in performing the unique 
functions that stem from the distinctive mission of the agency. The agency’s mission is defined 
in enabling legislation and further delineated in formal regulations. 

Related terms: ADMINISTRATIVE RECORDS, RECORDS 

Recordkeeping copy. The copy of a record that is captured and maintained in a recordkeeping 
system. 

Recordkeeping requirements. Statements in statutes, regulations, or agency directives providing 
general and specific guidance on particular records to be created and maintained by an agency. 
Since each agency is legally obligated to create and maintain adequate and proper documentation 
of its organization, functions, and activities, it needs to issue recordkeeping requirements for all 
activities at all levels and for all media and to distinguish records from nonrecord materials and 
personal papers. (Source: 36 CFR 1220.14) 

Recordkeeping system. A manual or automated system in which records are collected, organized, 
and categorized to facilitate their preservation, retrieval, use, and disposition. (Source: 36 CFR 
1220.14) 

[Note: An electronic recordkeeping system may be either a distinct system designed 
specifically to provide recordkeeping functionality or part of another system. A distinct 
electronic recordkeeping system will comprise an application program which provides 
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recordkeeping functionality, data and metadata needed for management of the records 
controlled by the system, and any electronic records managed by the system. An 
electronic recordkeeping system may be part of another system, such as an application 
system or an electronic document management system, when the design of that system 
includes recordkeeping functionality.] 

Records. Includes all books, papers, maps, photographs, machine-readable materials, or other 
documentary materials, regardless of physical form or characteristics, made or received by an 
agency of the United States Government under Federal law or in connection with the transaction 
of public business and preserved or appropriate for preservation by that agency or its legitimate 
successor as evidence of the organization, functions, policies, decisions, procedures, operations, 
or other activities of the Government or because of the informational value of data in them. 
Library and museum material made or acquired and preserved solely for reference or exhibition 
purposes, extra copies of documents preserved only for convenience of reference, and stocks of 
publications and of processed documents are not included. (Source: 36 CFR 1220.14) 

Related terms: ADMINISTRATIVE RECORDS, PROGRAM RECORDS 

Records Schedule. Also called records disposition schedule, records CONTROL schedule, 
RECORDS RETENTION SCHEDULE, RECORDS RETENTION AND DISPOSITION SCHEDULE, OR 
SCHEDULE. A document providing mandatory instructions for what to do with records (and 
nonrecord materials) no longer needed for current Government business. The term refers to: 

(1) an SF 115, Request for Records Disposition Authority, that has been approved by NARA to 
authorize the disposition of Federal records; (2) a General Records Schedule (GRS) issued by 
NARA; and (3) a printed agency manual or directive containing the records descriptions and 
disposition instructions approved by NARA on one or more SF 115s or issued by NARA in the 
GRS. (Source: 36 CFR 1220.14 and NARA publication A Federal Records Management Glossary. 1 993 ed.l 

Series-based review. The basis on which NARA appraises the potential research value of records 
by taking into account the value of whole series or systems of records. A records series is 
generally described as documents arranged according to a filing system or kept together because 
they relate to a particular subject or function, result from the same activity, document a specific 
kind of transaction, take a particular physical form, or have some other relationship arising out of 
their creation, receipt or use. 

System. People, machines, and methods organized to accomplish a set of specific functions. 
(Source: ANSI) — 


Sources of Definitions 

ANSI Dictionary for Information Systems 
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FOLDOC 

ISO 2382 

ITMRA 

36CFR 




“The Free On-line Dictionary of Computing, http://wombat.doc.ic.ac.uk/. Editor 
Denis Howe” 

ISO, Vocabulary - Information Processing 
Information Technology Management Reform Act 
3 6 CFR Chapter XII (NARA Regulations) 1 
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Instructions For Preparing Records Schedules For Electronic Copies And 
Plans For Scheduling Electronic Copies 

1. What is the purpose of these instructions? These instructions explain how to schedule your 
program records and administrative records not covered by General Records Schedules (GRS), in 
all formats. They supplement NARA regulations, guidance, and other instructions that already 
exist for scheduling records in general, as well as other types of electronic records apart from 
electronic copies. 

2. Why can’t I continue my present disposition practices? We are adopting the Electronic 
Records Work Group Report to the Archivist of the United States recommendation that you 
should schedule your program records and administrative records not covered by the GRS in all 
formats, including electronic copies. Since the large majority of current agency records 
disposition schedules do not cover these records, you will need to obtain NARA-approved 
schedules for them. To comply with this requirement, you should extend existing schedule series 
items to cover the electronic copies, as well as the recordkeeping copies, of the program records 
and administrative records not covered by the GRS. If series are not currently scheduled, you 
should develop new schedule submissions to cover both recordkeeping and electronic copies as 
outlined in NARA Bulletin 98-02. (That bulletin is available on our GRS 20 web page at 
<http://www.nara.gov/records/grs20/>.) 

3. What definitions apply to this guidance? See Attachment A for a discussion of 
“administrative records,” “electronic copies,” “program records,” “recordkeeping copies,” 
“business needs,” and other terms used in this guidance. 

4. When should I submit revised schedules? You should submit revised schedules as soon as 
possible. We do recognize, however, that agencies differ in terms of how much work is required 
to complete the task and how many resources are available. For that reason, we offer you a 
choice to submit either fully revised schedules or a plan for developing revised schedules over 
the next two years. You must submit either the revised schedules or a plan for revising your 
schedules by [date]. 

Preparing Records Schedules 

5. How do I revise my previously approved schedules to include electronic copies? You 
must ensure through a series-based review that any specific groupings of electronic copies with 
distinct value in terms of business needs, including both staff and public reference use, are 
maintained for adequate periods of time. This review may require that you request different 
retention periods for certain specific series of electronic copies. 

Series-based review means that you must: 
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1) Review all existing agency records series that have related electronic copies requiring 
disposition authority; 

2) Evaluate the internal business and reference needs, along with the potential external 
reference needs (including EFOIA), for the electronic copies; and 

3) Develop proposed disposition authorities that: 

a) indicate the relationship of electronic copies to the existing records series, and 

b) provide for the appropriate disposition of electronic copies, and of related 
recordkeeping systems if these systems require revised disposition authority. 

4) For records already scheduled as permanent, determine whether the electronic copies 
are in a format that meets our transfer standards for electronic records (36 CFR 

1228.1 88). If so, you are encouraged to bring that fact to our attention. We will consider 
whether the electronic copies are suitable for archival preservation. 

6. How should the schedule items be organized? You may organize the schedule items on a 

single or multiple SF 115s according to your organizational program, component, or functional 
area. We developed two scheduling models for you to use (see Attachments C and D). 
Regardless of the model chosen, you must follow the practices and procedures for inventorying 
and scheduling records as outlined in regulation (including 36 CFR 1220, 1228, 1234) and 
guidance (including Disposition of Federal Records Handbook). If you also are scheduling 
unscheduled records or revising other scheduled series, we encourage you to submit those 
schedules on separate SF 1 15s, following the guidance in NARA Bulletin 98-02. If you include 
them in the SF 115s for electronic copies of scheduled records, you must identify them clearly as 
new items. ! 

7. What is the first scheduling model? Under Model 1 you would add an appropriate 
disposition for the electronic copies formerly covered by GRS 20, items 13, 14, and 15, to every 
disposition instruction in your manual or records schedules. You should use Model 1 if: (a) you 
have determined that you have a business need and the technological capability to maintain 
electronic copies in addition to the paper (or electronic) records that are maintained as the 
recordkeeping copy; and (b) the electronic copies need to have varying retention periods; or (c) 
you can easily insert a separate disposition statement for the electronic copies for each individual 
series in the agency disposition manual. 

8. What is the second scheduling model? Under Model 2 you would group records by 
program, function, or organizational component and would propose disposition instructions for 
the electronic copies associated with each grouping. This format allows you toxsbtain approval 
for the disposition without having to physically annotate the disposition for each series of 
records. To use this model, first determine the most appropriate groupings for your records. If 
your schedules are organizational, you would most likely group records by organizational 
component. If you have a functional schedule, you would normally group records by functional 
area in accordance with the way your schedules or disposition manual are structured. You may 
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propose: (1) a single disposition for each grouping with some variation possible from group to 
group (this provides a common disposition for all series within each grouping) or (2) a single 
disposition for most series Within a grouping, but with some exceptions to that common 
disposition for specific series. Regardless of which approach you choose , each proposed 
disposition should cite either the appropriate agency published disposition manual or the NARA 
disposition job number(s). ' 

9. Which scheduling model should I choose? We strongly recommend using Model 1 because 
it is consistent with other scheduling practices and is the easiest to explain to staff and integrate 
into existing agency schedules and manuals. Model 1 will not require the extensive cross 
references necessary to integrate Model 2 into current agency schedules and therefore will help to 
avoid mistakes in the application of approved dispositions. However, we recognize that you may 
wish to provide grouped disposition authorities for multiple collections of electronic copies that 
have the same values and retention requirements. In that case, you could use Model 2. 

10. How do I submit a revised schedule? You must submit a complete scheduling package 
covering electronic copies of program records and administrative records not covered by the 
GRS. The scheduling package must consist of one or more Standard Form 115s (Request for 
Records Disposition Authority), and a diskette containing electronic versions (in either 
WordPerfect, MS Word, or Hypertext Markup Language [HTML]) of the SF 1 15s. You must 
also provide adequate cross-references between approved records schedule items or disposition 
manual citations and the proposed new SF 1 15 items for electronic copies. Block 6 of the SF 
115 requires certification that records proposed for disposal are not needed for agency business 
after the retention periods specified. Block 6 also certifies that the General Accounting Office 
has reviewed (or is in the process of reviewing) all proposed dispositions for program records 
retained for less than three years. (You may send the schedule to GAO for review at the same 
time that you submit it to us. We cannot complete approval of your submission until GAO 
concurrence is received.) 


Preparing Plans for Scheduling 

11. What if I can’t revise all my schedules within 180 days? If you cannot prepare the 
scheduling package within 180 days, you must submit a plan to us for completion of scheduling 
within two years. Plans must provide a coherent strategy for submitting schedules for all 
electronic copies that lack disposition authority. We will work closely with you to ensure that 
the plan is realistic and that you demonstrate steady progress in meeting its milestones. See 
Attachments E and F for examples of a letter and a plan. 

12. What should my plan submission include? 

A. A letter to the NARA Director, Modern Records Programs, from your Chief Information 


Attachment B - 3 


NARA Bulletin 99-xx 


Attachment B 


• % 


Officer (or other agency official authorized to commit agency resources to carry out the plan) 
stating that schedules cannot be submitted within 1 80 days. This letter must include a 
commitment to schedule your electronic copies in accordance with a plan proposed by you and 
approved by NARA. Also include the name and telephone number of your designated agency 
point of contact for the plan. 

B. An explanation of why you choose to do a plan. Reasons might include: 

• Existing schedules cover all programs but are significantly out of date and must be 
revised; 

• Significant portions of your program areas are not covered by approved records 
disposition schedules; 

• You must complete extensive inventories to determine the adequacy of your schedules; 

• Guidance consistent with current NARA regulations concerning e-mail and other 
recordkeeping requirements has not been produced and disseminated to your staff; 

• Recordkeeping guidance is not adequately implemented through training and evaluation; 
or 

• You do not have the resources to complete schedule submissions for electronic copies 
within the time provided. 

C. A plan for submitting schedules for all electronic copies . Your plan, covering a period not to 
exceed two years, must include: 

• An assessment of your current disposition schedule along with a strategy for developing 
and submitting SF 115s. This strategy is linked to milestones (see below) and must 
reflect work necessary to develop schedules for electronic copies and may include other 
records that require new or revised disposition authorities. Your strategy should follow 
the practices and procedures for inventorying and scheduling records as outlined in 
regulation (including 36 CFR 1220, 1228, 1234) and guidance (including Disposition of 
Federal Records Handbook). If you cannot perform a detailed assessment of your 
schedule before submitting the plan, completion of the assessment anchsubmission of a 
revised plan based on that assessment must be an early milestone. 

• An assessment of the adequacy and implementation of all agency-issued recordkeeping 
guidance, including any existing guidance for e-mail and other electronic copies . NARA 
regulations for Federal agency records management guidance and implementation may be 


Attachment B - 4 


NARA Bulletin 99-xx 


Attachment B 




found under 36 CFR 1220, 1222, 1228, and 1234. If your guidance is inadequate to 
ensure that records are appropriately maintained in recordkeeping systems for as long as 
needed, your plan should provide a strategy for bringing about the necessary 
improvements. 

• Milestones for taking actions. We expect you to submit SF 1 15s incrementally 

throughout the period of the plan. These continuous submissions (covering segments of 
your activities, e.g., organizational program, component, or functional area) will 
demonstrate steady progress in scheduling your program and non-GRS administrative 
records and improving electronic recordkeeping guidance and guidance implementation 
where necessary. 

D. Please include a diskette containing the electronic version (in either WordPerfect, MS Word, 
or Hypertext Markup Language [HTML]) of the plan. 

13. Should my plan give priority to certain records? When developing your plan, you should 
consider such criteria as potential research use and other appropriate public access, when 
determining which schedules for electronic copies should be developed and submitted first. If 
you do not have specific internal priorities, you should begin with those programs or 
organizational units that produce records already appraised as permanent in other formats (e.g., 
paper). In addition, you should give priority to scheduling electronic copies for temporary 
records that you recognize as having significant internal or external reference value during their 
approved retention periods. 

14. What if I am able to revise some but not all of my schedules within 180 days? You may 
submit schedules for segments of your electronic copies in conjunction with a plan for 
scheduling the remainder of your records. In such cases, your plan would describe the submitted 
schedules as early milestones. 

15. What if NARA does not approve my plan? We will notify you of the plan's deficiencies 
and work with you to correct those deficiencies. 


I 
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Sample Schedule Using Model 1 

The following is an example of a Model l schedule covering records of a single component office 
of an agency. Were this an actual situation, you would either include in the schedule items for 
the series your other components accumulate or you would submit additional schedules covering 
your other components. 

1. Director’s Correspondence Files: Correspondence of the Director and Deputy Director with 
other Federal agencies, the White House, members of Congress, trade associations, and undersea 
transporters. 

a. Recordkeeping copy (paper): Permanent (N1 -888-93-1/1) 

b. Electronic copies: Delete after recordkeeping copy has been produced. 

c. Electronic index to Director’s Correspondence: Permanent (Nl-888-93-l/la) 

Transfer to NARA in accordance with 36 CFR 1228.188. 

2. Publications: Copy of each pamphlet, bulletin, report, booklet, brochure, leaflet, fact sheet, 
newsletter, or other material for public distribution published by FUSTA, with related 
background files. 

a. Recordkeeping copy (paper): Permanent. (N1 -888-88-1/2) 

b. Electronic copies: Delete after recordkeeping copy has been produced. 

3. Budget Spreadsheets. Contains budget requests from all agency program elements as well as 
the official consolidated agency request for each fiscal year. 

a. Recordkeeping copy (electronic spreadsheet files): Delete when six years old. (Nl- 
888-91-l/9a). 

b. Printouts: Destroy when two years old. 

4. Speeches, Addresses, Comments: Speeches, addresses and comments made by the Director or 
designated staff members at official functions or formal ceremonies. 

a. As delivered: 

i. Recordkeeping copy (paper): Permanent. (N 1-888-88-1 /4a) 



Attachment C - 1 


NARA Bulletin 99-xx 


Attachment C 




ii. Electronic copies: Delete after recordkeeping copy has been produced, 
b. As printed and distributed. 

i. Recordkeeping copy (paper): Permanent. (Nl-888-88-l/4b) 

ii. Electronic copies: Delete after recordkeeping copy has been produced. 

5. Informational Releases: Copy of informational releases such as News Releases, Press 
Releases and Biographical sketches of the FUSTA Directors and Deputy Directors, with related 
background papers. 

a. Copy of final document as released 

i. Recordkeeping copy (paper): Permanent. (Ni-888-88-l/5a) 

ii. Electronic Information Release File. Electronic system containing full text of 
all FUSTA information releases (except biographies): Permanent. Transfer to 
NARA in accordance with 36 CFR 1228.188 in annual increments at end of 
calendar year. 

iii. Other electronic copies: Delete after recordkeeping copy and electronic 
information release copy have been produced. 

b. - Drafts, concurrences, and other background papers 

i. Recordkeeping copy (paper): Disposable. (Nl-888-88-l/5b) 

ii. Electronic copies: Delete after recordkeeping copy has been produced. 

6. FUSTA Annual Reports: 

a. Record set maintained by Public Affairs Staff. 

i. Recordkeeping copy (paper): Permanent. (Nl-888-91-1/10) 

ii. Electronic copies: Delete when five years old. 

b. Background papers, including drafts. 

i. Recordkeeping copy (paper): Disposable. (Nl-888-91-1/2) 
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ii. Electronic copies: Delete after recordkeeping copy has been produced. 

7. Organization and Directive Files: Final approved and signed record copy of formal directives, 
information bulletins, procedural and operating manuals, organizational charts and function 
statements. 

a. Recordkeeping copy (paper): Permanent. (Nl-888-88-1/7) 

b. Official electronic copy. Copy maintained electronically for access by staff and the 
public. Delete when five years old. 

c. Other electronic copies: Delete after recordkeeping copy and official electronic copy 
have been produced. 

8. General Counsel’s Subject Files: Correspondence, memorandums, reports and other records 
relating to general legal matters 

a. Recordkeeping copy (paper): Disposable. (Nl-888-88-1/8) 

b. Electronic copies: Delete after recordkeeping copy has been produced. 

9. Legal Opinions: Legal Opinions issued by the General Counsel, with related background 
papers. 

a. Recordkeeping copy (paper): Permanent. (Nl-888-88-1/9) 

b. Electronic copies: Delete when three years old. 

10. Public Comments. Incoming and outgoing letters and messages relating to public comments 
about agency programs, policies, and operations. Note: FUSTA instituted a public e-mail box to 
support this function in 1995. 

a. Comments submitted in hard copy: Disposable— destroy when five years old. (Nl- 
888-93-1/12) 

b. Comments submitted electronically: Delete when five years old. — 
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Sample Schedule Using Model 2 

The following is an example of a Model 2 schedule that an agency has submitted to cover all of 
its electronic copies. Because the agency’s organizational components have separate schedules, 
it has chosen to group records by component. 

1. Records accumulated by the Office of Policy, FUSTA. 

a. Electronic copies for all series covered by Disposition Job Nl-888-88-3 except those 
listed under Item 3(b) 

Delete after recordkeeping copy has been produced. 

b. Electronic copies of Policy Memorandums 

Delete when memorandum is superseded or when 2 years old, whichever is later. 

2. Records of the Office of Regulatory Affairs, FUSTA. 

a. Electronic copies for all series covered by Disposition Job Nl-888-88-4, except for 
records covered by-items 4(b) and 4(c). 

Delete after recordkeeping copy has been produced. 

b. Electronic copies of regulations 

Delete 2 years after regulation is superseded. 

c. Database of Regulations Systems (DORS). Electronic system containing all current 
and proposed FUSTA regulations. Permanent. Transfer to NARA in accordance with 36 
CFR 1228.188. 

d. White House Referrals. Complaints from carriers and the public concerning FUSTA 
regulations referred to FUSTA by the White House. (NEW ITEM) 

i. Recordkeeping copy (paper) — 

Destroy when five years old. 

ii. Electronic copies 

Delete after recordkeeping copy has been produced. 
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3. Electronic copies of records accumulated by Office of Administration, FUSTA, that are 
covered by Disposition Job Nl-888-88-2, excluding series covered by the General Records 
Schedules. 

Delete after recordkeeping copy has been produced 

4. Electronic copies of records of the Office of Inspections and Investigations, FUSTA, covered 
by Disposition Job Nl-888-88-5. 

Delete after recordkeeping copy has been produced. 
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Sample Plan Letter 

Mr. Michael Miller 

Director, Modem Records Programs (NWM) 

National Archives and Records Administration 
8601 Adelphi Rd. 

College Park, MD 20740-6001 

Dear Mr. Miller: 

(Proposal to submit plan/estimated date of complete implementation) 

In accordance with NARA Bulletin 99-xx, the Federal Undersea Transportation Administration 
(FUSTA) has prepared a plan to schedule by June 2000, the electronic copies associated with 
record series not covered by the General Records Schedules. We have chosen this approach 
because we will not be able to prepare schedules for these records within the 180 day time frame 
specified in the Bulletin. 

(Reason plan is needed) 


Our schedules require substantial revision. Preparing updated schedules, particularly for several 
major FUSTA components, will entail considerable effort and cannot be accomplished in 180 
days. Instead, we will prepare and submit schedules in accordance with the milestones specified 
in our plan, which is enclosed. 

(Point of contact) 


If you have any quest ions concerning our plan, please contact| 
Management Staff, on 


thief, Records 
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Sincerely, 

JOHN SMITH 
Director 


Enclosure 
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Plan for Scheduling Electronic Copies of Records of the Federal Undersea 
Tansportation Administration (FUSTA) 


Introduction 

As indicated in the attached letter from the Director, FUSTA cannot complete schedules for its 
electronic copies of records created by office automation systems within the time frame specified 
in NARA Bulletin 99-xx. Consequently, we submit this plan, which, in accordance with Bulletin 
99-xx, includes an assessment of our current schedules, an assessment of our recordkeeping 
guidance, and milestones for completing schedules within two years. 

Assessment of current agency schedules 

FUSTA is comprised of five organizational components: Office of the Director, which includes 
the General Counsel, Congressional Liaison, Public Affairs, and other staff offices; Office of 
Administration, which is responsible for personnel, budget, and other administrative functions; 
Office of Policy, which develops overall policies in the area of undersea transportation; Office of 
Regulatory Affairs, which formulates and issues rules and regulations; Office of Inspections and 
Investigations, which monitors compliance with FUSTA rules and regulations. All FUSTA 
offices are located in Washington, DC, except for the Office of Inspections and Investigations, 
which has field offices in eight major ports in addition to a Washington-based central office. 

In 1987, two years after FUSTA’s establishment, five schedules were approved by NARA, one 
for each of the offices discussed above: Nl-888-88-1 (Office of the Director), Nl-888-88-2 
(Office of Administration), Nl-888-88-3 (Office of Policy), Nl-888-88-4 (Office of Regulatory 
Affairs), and Nl-888-88-5 (Office of Inspections and Investigations). Together, these schedules 
covered all FUSTA records. In the early 1990s, three additional schedules were submitted, each 
covering one or two new series, mainly in the Office of the Director. All eight approved 
schedules have been consolidated in a printed issuance, FUSTA Handbook 1500. The current 
edition was issued in January 1 995. 

Schedules for the Office of the Director, the Office of Administration, and the Office of Policy 
are relatively complete and up-to-date. The Office of the Director’s schedules are complete and 
up-to-date and a scheduling package has been submitted separately from this plan. The activities 
of the latter two offices, their recordkeeping practices, and the record series they accumulate have 
changed little since 1987. However, a small number of new series may now accumulate in these 
offices and it is possible that retention periods for some temporary records warrant revision. 

Schedules for the Office of Regulatory Affairs and the Office of Inspections and Investigations 
warrant considerable revision. Since 1987, the types of rules and related investigations have 
expanded considerably. In addition, in the early 1990s, each of these offices assumed 
responsibility for certain staff functions formerly provided by staff in the Office of the Director. 
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Finally, the Office of Regulatory Affairs and the Office of Inspections and Investigations have 
developed a variety of electronic systems, particularly in the last three years. None of these 
developments is reflected in current schedules. 

Assessment of recordkeeping guidance and its implementation 

Chapter I of FUST A Handbook 1500 contains guidance that addresses such issues as the 
ownership of official FUSTA records, when drafts and other work papers must be treated as 
official records, the need to document decisions reached in meetings or telephone conversations, 
and the distinction between personal files and official records. Agency Directive 1500.1, issued 
in June of 1996, provides guidance to FUSTA staff concerning e-mail. Both these issuances are 
up-to-date and are based on NARA guidance. 

All FUSTA offices (down to the section level) have a copy of FUSTA Handbook 1500, which is 
also available on our internal website. Agency Directive 1500.1 was provided to all employees 
and also is available on our website. Annually, members of the FUSTA records management 
staff (which is part of the Office of Administration) visit individual offices and provide one hour 
briefings to staff on all records issues and answer questions. In addition, records management 
staff spot-check files in the course of these visits to ensure that offices are maintaining records 
properly. These reviews have shown that official agency files are generally complete and 
include, where appropriate, drafts and other work papers and electronic mail messages with all 
necessary transmission information. We, therefore, believe guidance is being implemented 
adequately. 

Milestones for taking actions 

February - June 1999. The Director of FUSTA will inform staff of new records management 
scheduling initiative and remind them of recordkeeping requirements for e-mail and other office 
automation electronic copies through all-staff directives. The Director will establish an oversight 
group, including information technology, records management and key program officials, to 
provide guidance and direction for the effort. The oversight group will assemble a records 
management team and develop procedures for surveying and scheduling FUSTA records. 

July - August 1999 - FUSTA records management team will survey records of the Office of 
Administration and the Office of Policy. Records management team will primarily rely on input 
from records liaisons in these offices, but may make some on-site visits. — 

September 1999 - Records officer will submit schedules for the Office of Adminstration and 
Office of Policy to NARA. 

October - December 1 999 - Records management team will survey records of the Office of 
Regulatory Affairs and its component offices. Records management team will take active role in 
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on-site review of files, with assistance of records liaisons in individual offices. 

January 2000 - Records management team will develop schedule for the Office of Regulatory 
Affairs and clear it internally. 

February 2000 - Records officer will submit schedule for the Office of Regulatory Affairs to 
NARA. 

February - April 2000 - Records management team will survey records of the Office of 
Inspections and Investigations. Records management team will take active in on-site review of 
files, including visits to several field offices. 

May 2000 - Records management team will develop schedule for the Office of Inspections and 
Investigations and will clear it internally. 

June 2000 - Records officer will submit schedule for the Office of Inspections and Investigations 
to NARA. 
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q^3UTIVE OFFICE OF THE PRES' 

™FFICE OF MANAGEMENT AND BUDG 
WASHINGTON, D.C. 20503 

OCT I 9 1998 

MEMORANDUM FOR THE AGENCY CHIEF INFORMATION OFFICERS 
FROM: Bruce McConnell, Chief 


SUBJECT: 


Infonnation Policy and Tecnnology Branch 
Office of Infonnation and Regulatory Affairs 

Final Opportunity for Comments on Electronic Recordkeeping Bulletin 


This memorandum requests your comments on the attached National Archives and 
Records Administration (NARA) Bulletin, which provides guidance on scheduling electronic 
records that were previously covered by General Records Schedule (GRS) 20, items 13*15. This 
draft is being circulated for inter-agency review prior to final issuance under the provisions of 


E.0. 12866. 


This draft bulletin reflects changes that NARA has made in response to previous agency 
comments on the draft Electronic Records Work Group report. We appreciate the many agency 
comments previously received on the policies contained in earlier versions of this Bulletin, 
including an initial draft sent out by NARA for informal review on June 12, 1998 (NWM 11.98, 
dated June 12. 1998), and a revised draft, published in the Federal Register on July 21, 1998 
[Volume 63, Number 139], and corrected by the Notice appearing on page 40583 in the Federal 
Register , July 29, 1998 [Volume 63, Number 139]. 

Given the importance of sound, cost-effective management of electronic records, I again 
seek your agency’s comments on this important bulletin. Please provide your views not only on 
the content and clarity of the guidance, but also as to any programmatic or budgetary 
implications of implementing this guidance. Separate copies of the draft bulletin are being 
transmitted to your agency head and records officer by NARA. Please ensure that your agency’s 
comments are fully coordinated. We appreciate the time and effort you expend to review the 
attached. 
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Comments arc due November 19, 1998. Comments should be provided: 


Attn 


p/o OMB Docket Library, Room 10102, New Executive Office 


Building, 725 1 7th Street, NW, Washington, DC 20503; by facsimile (202/395-5086); or 


by electronic mail 


Komb.eop.gov). 


A copy of your comments should be sent to: 


(NPOL) at NARA, Room 4100, 8601 Adelphi Road, College Park, MD, 
20740-6001; or via e-mail| 2)arch2.nara.gov). 


To assure a full deliberative process, please be reminded that the draft and your comments should 
not be shared outside the Executive Branch during this review. OMB and NARA have agreed 
that agency comments will be made available to the public after NARA publishes the bulletin. 


TOTAL P.01 
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A VC rllVCS at College Park 

RECVi^^s. -M. 




8601 Adelphi Road College Park MD 20740-6001 


November 13, 1998 


Federal Bureau of Investigation 
Room 4933 

935 Pennsylvania Ave.j NW 
Washington, DC 20535 



We are withdrawing and returning without action Job No. Nl-65-99-1, covering North 
Atlantic Treaty Organization (NATO) documents. After reviewing these documents, appraisal 
archivist f I concluded that the records are covered under Classification 62 (item 

20, Liaison With Foreign Governments and International Bodies) and are correctly scheduled 
as permanent. If you have any questions she may be reached at (301)713-7110, ext. 


Supervisory Archivist f 
Life Cycle Management Division 

Enclosure 
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National Archives and Records Administration 



REQUEST FOR RECORDS DISPOSITION AUTHORITY 

(See Instructions on reverse) 


TO: GENERAL SERVICES ADMINISTRATION 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 


1. FROM (Agency or establishment) 


2. MAJOR SUBDIVISION 


3. MINOR SUBDIVISION 


LEAVE BLANK 


ru- ?? - / 

DATE RECEIVED 

/O'ZJ'-fS'- 


' NOTIFICATION TO AGENCY J 

In accordance with the provisions of 44 U.S.C. 3303a 
the disposal request, including amendments, is approved 
except for' items that may be marked "disposition not 
approved" or "withdrawn" in column 10. If no records 
are proposed for disposal, the signature of the Archivist is 
not required. 


4, NAME OF PERSON WITH WHOM TO CONFER 


5. TELEPHONE EXT. DATE 


ARCHIVIST OF THE UNITED STATES 




VflTHDRMW 


6- CERTIFICATE OF AGENCY REPRESENTATIVE 


I hereby certify that Lam. authorized .to act for this agency in matters pertaining to the disposal of the agency's records; 
that the records proposed for disposal in this Request of i page(s) are not now needed for the business of this 
agency or will not be needed after the retention periods specified; and that written concurrence from the General 
Accounting Office, if required under the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, is 
attached. 


A. GAO concurrence: 


is attached; or 


is unnecessary. 



Archives Specialist 


8. DESCR+PTION OF ITEM 
(With Inclusive Dates or Retention Periods) 


9. GRS0R 
SUPERSEDED 
. JOB 
CITATION 


10. ACTION 
TAKEN . 

(NARS USE 
ONLY) 


NORTH ATLANTIC TREATY ORGANIZATION 
DOCUMENTS / FILES 


Documents/ files which originated with the member 
organizations and/or organizational management structure of 
the North Atlantic Treaty Organization (NATO) resident within 
an administrative file of the Federal Bureau of Investigation 
(FBI) -- [FBI file 62-98719] . 

Documents /files are furnished .to the FBI 
routinely as part of a cooperative liaison agreement between 
NATO and the FBI . Ownership and full control of the material 
continues with NATO as originator of the documents/files. 
The security classification level of the documents/files is 
maintained at various levels . In accordance with NATO 
regulations non-NATO holders of the material are obligated 
to reduce their holdings on an annual basis . 

NATO regulation 112. a states as follows: 

"All holders of NATO classified material shall review their 
holdings at least annually to ensure NATO classified material 
is reduced to the maximum extent possible. Holders shall not 
permanently retire NATO classified documents . " 

DISPOSITION: Review FBI file 62-98719 on an annual basis. 

, Remove and destroy all NATO classified material when one year 
old or when all needs have expired whichever is later. 


NSN 7540-00-634-4064 


STANDARD FORM 115 (REV. 8-83) 
Prescribed by GSA . ‘ 

FPMR (41 CFR) 101-11.4 ■ 










GENERAL 

Use Standard Form 115 (available from supply depots of the Fed- 
?ral Supply Service, General Services Administration) and the con- 
tinuation sheet Standard Form 115-A (available from the Records 
Disposition Division, Office of Federal Records Centers, National 
Archives and Records Service, Washington, DC 20408) to obtain 
authority to dispose of records -or to request the scheduling of 
records for permanent retention. Detach the fifth copy from the 
'set and keep it as your reference copy. Submit, the first four copies 
of the- set to the National Archives and Records Service (NARS). 
NARS will later return one copy to the agency as notification of 
the items authorized for disposaLor.scheduled for-permanent reten- 
tion. This copy will also indicate any items withdrawn or dis- 
approved for disposition. Written approval from GAO must accom- 
pany each SF 1 15 requiring Comptroller General concurrence. 

Offer nonrecurring series of records eligible for immediate transfer- 
to the National Archives by submitting a Standard Form 258, 
Request to Transfer, Approval, and Receipt of Records to National 
Archives of the United States. Do not submit an SF 1 15 to offer 
such records. 

SPECIFIC 

Entries 1 , 2> and 3 should show what agency has custody of the 
records identified on the form and should contain the name of the 
department or independent agency and its major and minor sub- 
divisions. 

Entries 4 and 5 should help identify and locate the person to 
wfiom inquiries regarding the records should be directed. 

Entry 6 m u s t_be_s i g ned_a nek da ted_o n the dour copjes„submitted .by 
the agency official authorized -to :certify~that~the“proposed reten- 
tion periods reflect agency needs. Unsigned SF 115s will be re- 
turned to the agency without action. The number of pages involved 
in the request should be indicated. 

One box under Entry 6A, GAO concurrence, must.be checked. If 
neither box is checked, the form will be returned to the agency 
without action. - ^ 

Entry 7 should contain the numbers of the items of records identi- 
fied on the form in sequence, i..e-, 1, 2, 3, 4, etc. Subcomponents 
of items may be numbered consecutively as la, 1b, 1c, etc. 

Entry 8 should describe the records to be scheduled. Follow these 
steps in describing the records: 


i 


(1) Include centered headings- for appropriate groups of 
items to indicate the office of origin' if all records described on the 
form are not those of the same office or if they are records created 
by another office or agency as, for example, records inherited from 
a defunct agepey. 

(2) Identify any nontextual records, such as photographic 
records, sound recordings, maps, architectual drawings, or machine- 
readable tapes or disks, as separate and distinct items. 

(3) Describe completely and accurately each series of rec- 
ords proposed for disposal or scheduled transfer to the National 
Archives. See 41 CFR 101-11.4 for more detailed requirements. 

' Failure to comply'with the^provisions^jf that regulation will result 
in the return of the SF 1 1 5 for corrective action. 

(4) Provide clear disposition instructions for each item and 
. subitem. These instructions should include file breaks; the time 

after which rebojds are to be retired to Federal records centers, if 
applicable; for temporary records, the time after which they may 
be destroyed; and for permanent records, the time after which they 
\ will be transferred tb'thedegal custody'of the National Archives. 

FwJ >ob / yf 

Y t5) If immediateTdisposal is requested for past accumula- 
tions of^records, indicate the volume and inclusive dates of the rec- 
ords, and the Federal records center accession and box numbers, if 
applicable. 

(6) If future or continuing disposal authority is requested 
for records that have accumulated or will continue to accumulate, 
express the .retention period in terms of years, months, etc., or in 
terms of future actions or events. Ensure that any future action or 
event that must precede disposal is objective and definite. Instruc- 
• tions for scheduled transfer of permanent records to the National 
Archives must also follow these guidelines/ 

(7M'f~reccrds-are to-be-destroyed-after microcopying or con- 
version to machine-readable media, schedule both the original 
paper copy and filrrvor machine-readable file. If records are filmed, 
include on' the SF 115 the certifications required by 41 CFR 
101-11.5. Failure to do so will result in the return of the SF 115 
without action. 

Entry 9 must include the previous NARS job and item numbers; 
General Records Schedule and item numbers, if applicable; and 
agency directive or manual and item numbers, if applicable, as re- 
quired by 41 CFR 101-11.4. Leave column 9 blank only if' the 
items are being scheduled for the first time. For all other items, it 
is mandatory to provide information on superseded schedules or 
GRS cross,- references. If such information is missing from column 
9, the SF 1 1 5 will be returned without action. 

Entry 10 is for NARS use only and should be left blank. 


/X/L. , 

« STANDARD FORM 115 BACK (REV. 8-83) 


National. ?. 

/[revives at College Park 


# 



8601 Adelphi Road College Park, Maryland 20740-6001 


November 19, 1998 
NWM 3.99 

MEMORANDUM TO AGENCY RECORDS OFFICERS AND INFORMATION RESOURCE 
MANAGERS: NARA Endorsement of DoD 5015.2-STD. 

On November 18, 1998, the Archivist of the United States sent a letter to the Assistant Secretary 
of Defense (Command, Control, Communications, and Intelligence), stating that Department of 
Defense (DoD) 5015.2-STD, Design Criteria Standard for Electronic Records Management 
Software Applications (DoD standard), conforms with the requirements of the Federal Records 
Act and the implementing records management regulations found in 36 Code of Federal 
Regulations, 1220-1238. The letter also stated that NARA would inform other Federal agencies 
that we endorse the DoD standard as establishing baseline requirements for automated record 
keeping. A copy of that letter is attached. A link to the DoD standard is found on NARA’s 
records management web page [http://www.nara.gov/records/]. 


We are very pleased to be able to point to- our partnership with DoD as an example of an 
effective collaboration that may provide benefits to the Federal government beyond our two 
agencies. NARA has worked closely with DoD on the DoD standard from the start, and our 
review of the standard was a second step in the process to see if we could recommend its use 
beyond DoD. This memorandum notifies you that we can. The third step, NARA’s review of 
the software certification testing process, is under way and should be completed in the second 
quarter of FY 1999. We will report the results of that review in a future memorandum to records 
officers. For now, we must emphasize that NARA endorsement of the standard is not equivalent 
to endorsement of RMA software that has been certified as compliant with the DoD standard by 
the Joint Interoperability Test Command (JTIC) of the Defense Information Systems Agency. 

Our endorsement approves the current DoD standard as one possible approach to managing 
electronic records. There may be other equally valid ways of doing things, especially in the area 
of automating individual work processes. NARA is working to facilitate the transition to 
electronic recordkeeping in the Federal sector. However, before moving to any electronic 
recordkeeping, agencies should fully investigate whether their business needs and the existing 
technology make electronic recordkeeping a good choice now. Agencies that want to begin the 
process of moving to electronic recordkeeping are encouraged to review this standard to see 
whether it will meet their needs. 

This memorandum provides additional important information you will need if you decide to 
adopt or use the DoD standard to design an electronic recordkeeping system or to acquire 
commercial records management software products for your agency. 

National Archives and Records Administration 


1. The functional criteria in the DoD standard, taken together, represent an appropriate 
starting point for an automated records management system, but they do not cover all 
aspects of the records life cycle. The DoD standard is not a static document. It will be subject 
to periodic revision and NARA review of those changes. Already, NARA and DoD have agreed 
informally that two optional criteria in the current standard should be made mandatory in the 
next version. Optional- requirement C3.2.1 1 is for a thesaurus to provide vocabulary control to be 
used by end users to help group records and is a means of minimizing errors in records 
management metadata entiy. (While NARA believes that vocabulary control is an essential 
criterion, a thesaurus may not be the only way to achieve it.) Optional requirement C3.2.3, 
requiring the records management application (RMA) to have the capability to store and link 
different versions of the same record in the repository, would afford end users the ability to 
distinguish between versions of the same record. If you implement an RMA based on the current 

5015.2- STD, we strongly encourage you to include these optional requirements in the software 
functionality specification. 

DoD is also working on an extension to the standard to address national security classification 
marking and redaction. NARA is working with DoD to extend a future version of the standard 
to include transfer of permanent records to NARA. 

2. The DoD standard and commercial RMA software packages are not “out-of-the box” 
easy or quick solutions for managing your electronic records. RMA software only operates 
in the context of an agency's records management program, policies, and procedures. For 
example, the DoD standard specifies “e-mail name” as part of the recordkeeping metadata 
associated with e-mail records. NARA's Office of General Counsel has interpreted the 
Armstrong v. EOP decision to require an intelligent representation of the e-mail account name 
(i.e., “Michael Miller” as opposed to “mmiller”). An RMA cannot do this automatically unless 
the e-mail package provides it. Steps must be taken when implementing an RMA built to 

5015.2- STD specifications to ensure that intelligent representation of an e-mail userid account 
name is captured, either via modification of the automated interaction between the e-mail 
package and the RMA, or via implementation procedures requiring end users to supplement the 
information automatically passed between the applications. 

DoD is developing a manual detailing procedures specific to the DoD environment to accompany 
the implementation of records management software to ensure that all of the statutory and 
regulatory requirements for managing Federal records are satisfied, including e-mail name 
representation and development of system administration procedures to minimize the persistence 
of deleted records on disaster recovery backups. Each agency must address the capabilities and 
limitations of the software package it selects and will need to update its procedures and train its 
users. 

3. The DoD functional criteria need to be considered in toto, not as individual choices. If 

your system specifications for an electronic recordkeeping system do not include all of the DoD 
functional criteria, your system may not meet all of the requirements of the Federal Records Act 
and NARA regulations. Our review of the DoD standard to ensure that it met legal requirements 
was lengthy and detailed, and we are convinced that it is a standard that can be used by other 
agencies that are ready to begin implementing automated recordkeeping now. NARA does not 



have the staff resources necessary to conduct similar detailed reviews of individual agency 
recordkeeping system specifications at the same time as we work to develop electronic records 
management guidance that benefits all agencies. Therefore, we will concentrate our efforts in the 
next year on electronic records partnerships and activities that have the potential for wide 
applicability. 

NARA endorsement of DoD standard 5015.2-STD represents the beginning, and only one of the 
many NARA activities related to electronic records management. Internally, NARA is 
organizing and broadening the records management framework of its guidance and policy to 
address electronic records management issues. This effort, in part, requires the identification of 
salient records management questions related to each phase of the record life cycle for various 
formats of electronic records (e.g., text records, spreadsheets, video, databases, etc.). Some of 
the questions related to this framework have already been identified by previous research funded 
by NARA’s National Historical Publications and Records Commission. Some will be identified 
and addressed in other venues. 

Collaboration with the Department of Defense is another important mechanism by which NARA 
will advance electronic records management capability. DoD 5015.2-STD is an important, 
incremental step in addressing such issues. Next steps include completion of the NARA 
evaluation of the JITC software certification testing program and working with DoD to extend 
the existing standard to incorporate other records management functionalities. As the Archivist 
of the United States detailed in his September 21 statement in response to the report of the 
Electronic Records Work Group, there are a number of other joint projects with DoD that will 
further work in the arena of electronic records management, such as: working with the Defense 
Advanced Research Projects Agency to use the power of supercomputers to test records life- 
cycle management solutions for large quantities of data and working with the Army Research 
Laboratory on tools available to process records generated by office automation software. 

Finally, as recommended by the Electronic Records Work Group, NARA is also establishing a 
follow-on group to begin the systematic development of necessary guidance on electronic 
records management issues. We will continue to inform you of additional developments 
regarding these and other partnerships. Please monitor NARA’s web site 
[http://www.nara.gov/records/] for background information as well as recent documents on this 
topic. 



MICHAEL L. MILLER 
Director 

Modem Records Programs 


National . ,t 

/\rChlVeS at College Park 



8601 Adelpbi Road College Park, Maryland 20740-6001 


Honorable Arthur L. Money 
Senior Civilian Official 
Assistant Secretary of 
Defense (Command, Control, 

Communications and Intelligence) 

6000 Defense Pentagon 
Washington, DC 20301-6000 

Dear Mr. Money: 

In December, 1997, your predecessor and I signed a memorandum of understanding 
(MOU) establishing a partnership between DoD and NARA on records management 
initiatives. As a first step in this partnership, NARA agreed to “evaluate the DoD 
Baseline Requirements for Records Management Applications (RMA), with a view 
towards endorsing these requirements as an adequate and appropriate basis for addressing 
the basic challenges of managing records in the automated environment that increasingly 
characterizes the creation and use of records.” 

NARA has completed an intensive review of the DoD requirements, as embodied in 
Design Criteria Standard for Electronic Records Management Software Applications. 
DoD 5015.2-STD . We have determined that the DoD standard generally conforms with 
the requirements of the Federal Records Act and the implementing records management 
regulations found in 36 Code of Federal Regulations 1220-1238. I am pleased to inform 
you that NARA will endorse the use of the DoD standard by Federal agencies. 

I am also pleased to send you the attached report of our evaluation. As the report details, 
we found no critical shortcomings in the DoD standard. However, during our review, we 
did identify four areas of concern. Two of the concerns can be addressed in the next 
iteration of the DoD standard, and the other two are most appropriately addressed through 
guidance supplementing the standard. Of particular note is an issue concerning the 
intelligent representation of user ID account names on e-mail records. This issue poses 
significant technical challenges given the current state of technology. 

These findings in no way jeopardize our overall endorsement of the current DoD 
standard. However, DoD and NARA will need to address them in the future. We have 
shared these concerns and findings informally with your staff, and I understand they have 
responded positively. I am certain we can finalize a common approach to all four issues 
through the collaborative effort established in our MOU. 


National Archives and Records Administration 
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I will shortly communicate to other agencies that NARA does endorse the DoD standard 
as establishing baseline requirements for managing records. It must, however, be 
understood that this is not an exclusive endorsement. That is, while the DoD standard is 
an appropriate basis for records management, there may be other, equally valid ways to 
address this challenge. NARA is participating in other partnerships which are exploring 
such alternatives. 

In announcing NARA’s endorsement of the DoD standard, we will need to draw attention 
to the fact that, as DoD recognizes, DoD 5015.2-STD defines only a baseline set of 
requirements for automated records keeping. There are a number of additional questions 
that must be resolved in order to satisfy all the established requirements for managing 
federal records. Each agency must address some of these questions to fit their own 
environment, such as you are planning to do by developing a manual detailing procedures 
to accompany the implementation of any records management software. We recognize 
the necessity of this effort and concur with it. We will gladly offer our assistance to your 
staff during their development of this operational guidance. This guidance should be 
useful to other agencies which decide to adopt the DoD standard. We look forward to 
continued collaboration with DoD both on addressing these implementation issues and on 
extending the baseline, as provided in the MOU. 

It must also be clear that NARA’s endorsement of the DoD standard is not an 
endorsement of any of the products that may be certified as compliant with the standard. 
As provided in the memorandum of understanding, NARA has initiated a review of 
DoD’s test and certification program for RMA products. I will inform you of the results 
of this second stage of our review as soon as possible. 

The two part review of the DoD standard and the certification program will set the stage 
for further collaboration between our agencies in extending the baseline that DoD has 
established. I look forward to an extensive and fruitful partnership. These include 
extending the standard to accomplish both the management of records over their entire 
lifecycle and classification marking and redaction of records containing sensitive 
information. 


Sincerely, 



Enclosure 



U.S. Department of Justice 


Federal Bureau of Investigation 


Washington, D. C. 20535 

June 8, 1999' 


Mr. Delandero Reid 

Assistant Branch Chief 

Reference Service Branch 

Washington National Records Center 

National Archives and Records Administration 

4205 Suit land Road 

Suitland, Maryland 20746-8001 

Dear Mr. Reid: 

The purpose of this letter is to provide authorization 

for Civilian Payroll Technician, assigned to 

the Payroll Administration and Processing Unit, Accounting 
Section,- Finance Division, Federal Bureau of Investigation (FBI), 
to review official FBI records currently maintained at your 
facility. 

The records to which will require access are 

FBI Payroll Cards previously transferred to the WNRC under 
Accession Number 065-76-0007. will contact the 

Reference Service Branch direcciy m oraer to arrange an 
appointment to review these records. 

Your cboperation and assistance is greatly appreciated 
and anv questions concerning this matter may be directed to me at 


Sincerely yours. 


^rc Hives Specialist 


)6F-HQ-C1190059 -77 


Legal Coun. - 
Rec. Mgnt. _ 
Tech. Serve. _ 


Room 1885 

I Room 10475 


Cong. Alfa. Off 

Off. of EEO 

Off. Liaison & 

InLAffs. 

Off. of Public Affs. _ 

Telephone Rm 

Director's Secy — 


MAIL ROOM □ 




U.S. Department of Justice 


Federal Bureau of Investigation 


Washington, D. C. 20535 

July 23, 1999 


Room -2100 

National Archives and Records Administration 

8601 Adelphi Road 

College Park, Maryland 20740 


Dear 


Reference is made to the J uly 1 .6 . 
transmission, with attachments, from| 


1999 


facsimile 
of the Life 


Cycle Management Staff o f the National Arcnives ap d Records 
Administration (NARA) to 


Please be advised that a thorough and complete search 
of the indices to the Federal Bureau of Investigation (FBI) 
Ce ntral Records System failed to disclose any record pertaining 


to | | Based on a review of the information 

provided in tiie reterenced facsimile, a search was also conducted 
of the indices in the FBI Field Offices located in Kansas City, 
Missouri and Safi Francisco, California. These locations are the 
FBI field offices with the responsibility of handling matters 
related to activities at the Leavenworth and Alcatraz Federal . 
Penitentiaries respectively. The indices searches in these field 
offices also failed to disclose any record relative to your 
inquiry. 

Based on information obtained from FBI employees 
familiar with the procedures of the former. Identification 
Division, now known as the Criminal Justice Information Services 
Division, information from the FBI fingerprint records was 


Dep. Dir. 



1 - 


TRD Front Office. Room 5829 
Room 9998 
iRoom 10475 

Room 10475 


Room 4933 


Room 4933 


KS:ws (8) 


Legal Coun. 

Rec. Mgnt. 

Tech. Serve. — 

Training 

Cong. Affs. Off. 

Off. of EEO 

Off. Liaison & 

. InLAffe. 

Off. of Public Alfa. 

Telephone Rm 

Director’s Sec*y MA,L R0 °* ^ 


66F-V-lQ^il9coS°f~ 78 
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ationa 


.rcnives and Records Administration 


b6 

b7C 




furnished for "official use only" to law enforcement personnel 
and/or agencies and only in copy form. No original FBI records 
would have been provided to these individuals or agencies 
requesting such material. 

I hope this information will assist NARA in resolving 


this m 
me at 

st-1-A-r Tf von havp any fur-H-iar qiipstinns 

clease contact 

or FBI Archives Specialist! 




at 


. 


Sincerely, 


Dennis R. Weaver 
Section Chief 

Information Management Section 
Information Resources Division 



U.S. Department of Justice 




Federal Bureau of Investigation 


Washington, D. C. 20535 


October 13, 1999 


Regulation Comment Desk (NPOL) 

Room 4100 

National Archives and Records Administration 
8601 Adelphi Road 

College Park, Maryland 20740-6001 
To Whom It May Concern: 

Reference is made to the Memorandum To Agency Records 
Officers (NWM 20.99) dated September 17, 1999, which requested 
information pertaining to the use of commercial records centers 
by Federal agencies. 

Please be- advised that the Federal Bureau of 
Investigation (FBI) currently has a contract with the National 
Underground Storage (NUS) Facility which is located near Boyers, 
Pennsylvania and operated by Iron Mountain, Incorporated. 

At the present time, the FBI has approximately 1,100 
cubic feet of records stored in this facility. These records 
include textual case files from the various foreign Legal Attache 
offices of the FBI which have been converted to microfiche, 
records which have been placed under seal by the United States 
District Court for the District of Columbia and personnel records 
of former FBI employees (circa 1920) . 


If you have any questions or 
itact FB I Archives Specialist 



tion, 

at 


Dap. Mr. 

ADO Mm. 

ADD Inv 

Asst. Dir.: 
Adm. Serve. . 

Crlm. Inv. 

Went 

trap.. 


Legal Coun. 

Rec. MgnL 

Tech. Serve. — _ 

Training 

Cong. Affs. Oft. 

Off. of EEO 

Off. liaison A 

inLAtts.- 

Off. of Public Affs:- 
Telephone Rm. _ 

Director** Secy — 


Sincerely, 


HQ" c 


Dennis R. Weaver 
Section Chief 

Information Management Section 
Information Resources Division 


Room 9998 
loom 10475 

I Room 10475 



_| Room 4933 
Room 4933 
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(Rev. 10-01-1999) 


FEDERAL BUREAU OF INVESTIGATION 


Precedence : IMMEDIATE 

To: Information Resources 

From: Information Resources 

IMS/FSU/R DASU 

Contact: I 


Attn: 



Date: 10/13/1999 


Room 5829 


Approved By: 


Drafted By: 

v/6ase ID # : 66F-HQ-1190059 - YS 

Title: NATIONAL ARCHIVES AND RECORDS ADMINISTRATION (NARA) 

OFFICE OF REGIONAL RECORDS SERVICES (ORRS) 

REQUEST ALLOCATION OF FUNDS FOR SERVICE 
STORAGE OF FBI RECORDS MAINTAINED BY 
NARA, ORRS, DURING FY 2000 

Synopsis: To request funds in the amount of $23,815 be approved 

and allocated in the FY 2000 IRD Spending Plan for 
Service/Storage of FBI records maintained by ORRS, NARA during 
FY 2000. 


Enclosures: Copy 

of Fnnt-inrT anr 

L_Transmittal 

Slip from 


I NARA, NR, 

to 

1 dated 9/23/ 

''1999; copv or 

letter 

from 

to 


dated 



b/24/iyyy; copy or National Arcnives ana Kecoras Administration 
Interagency Agreement; a description of baseline services to be 
provided under the reimbursable program; an updated FY 2000 cost 
estimate; and FD-369, (Requisition Number 914821) . 

Details: By letter dated 5/24/1999 (copy enclosed), the ORRS, 

NARA advised that effective 10/1/1999, a fully reimbursable 
records center program will commence. The FY 2000 annual 
service/storage rate will be 3.28 per box. The ORRS, NARA 
currently services and stores 6,346 boxes containing FBI files, 
some of which are deemed to be of historical value. IMS 
estimates that approximately 1,000 boxes will be shipped to NARA 
during FY 2000, at a cost of approximately $3,000. 

Also enclosed is an FD-369 (Requisition Number 914821) 
dated 10/6/1999, in the amount of $23,815. 



To: 
Re : 


f 

1 Re; 


Information ITesources From: 
66F-HQ-1190059, 10/13/1999 


Information Resources 


Therefore, it is requested that funds in the amount of 
$23,815 be approved and allocated in the FY 2000 IRD Spending. 
Plan and the enclosed FD-369, with appropriate documentation, be 
approved and forwarded to the Property Procurement and Management 
Section (PPMS) , Finance Division (FD) for appropriate action. 

It should be noted that enclosed NARA documentation was 
not received by Section Chief (SC) Dennis R. Weaver until 
10/5/1999. S.C Weaver was not apprised of this request prior to 
10/5/1999. 
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To: Information Resources From 

Re: 66F-HQ-1190059 , 10/13/1999 


LEAD (s) : 

Set Lead 1: 

INFORMATION RESOURCES 

AT WASHINGTON. DC 

To recommend that the Administrative Section, IRD 
approve and allocate funds in the amount of $23,815 in the 
FY 2000 IRD Spending Plan and the enclosed FD-369, with 
appropriate documentation, be approved and forwarded to the PPMS, 
FD to cover the cost associated with the service and storage of 
FBI files currently maintained by the ORRS, NARA during FY 2000. 


b6 

b7C 


♦ ♦ 


IRD Front Office, Room 5829 
Mr. Llewelly n. Room 5648 
Room 9998 
Room 5869 

Room 1 0475 

Room 10475 
I Koom 4961 
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REGIONAL RECORDS SERVICE 


ROUTING AND TRANSMITTAL SLIP 

TO (Name, office symbol, room number 
building, Agency/Post 



Initials 


Action 


File 


Approval 


For Clearance 


As Requested 


For Correction 


Circulate 

X 

For Your Information 


Comment 


Investigate 


Coordination 


Justify 



Note & Return 
Per Conversation 
Prepare Reply 

See Me 

Signature 


REMARKS 

The attached material is forwarded for your info per our conversation. Also attached 
are the NARA Form 4000 (the financial agreement) and the Terms and Conditions 
which both need to be signed and returned. Thank you for your assistance. 


(j3 fPOjcs '•UjtLf) 


DO NOT use this form as a RECORD of approvals , concurrences, disposals, 
clearances, and similar actions -n 


FROM Wamfl. org. symbol, Agency/Post) 

\NARA, NR 

8609 |A^elg}ii gesfcJQ bbbl 
College Park, MD 20740-6001 


Room No. - Bfdg. 
3600, Archives II 

Phone Number 




OPTIONAL FORM 41-WP (4-92) 



May 24, 1999 


Mr. Dennis R. Weaver 
Federal Bureau oflnvestigation 
J. Edgar Hoover Building, Room 9998 
935 Pennsylvania Avenue, NW 
Washington, DC 20535-0001 

Dear Mr. Weaver; 

As the October 1 , 1 999, date for the beginning of the National Archives and Records 
Administration’s (NARA) fully-reimbursable records center program approaches, I want to 
take this opportunity to update you on the latest actions ve have taken to prepare for the 
coming transition. 

Last December, I notified the Department of Justice of MARA’s plans to meet with each of 
its customer agencies to discuss the transition to a fee-for-service r ecords center program. 
Since notifying you of those plans, we have added to our staff as a 

Management Analyst who will serve as NARA’s customer service re presentative to the 
Department of Justice and the Federal Bureau of Investigation (FBI). | will work 

diligently with FBI staff to ensure that all of your records center service and storage needs 
are met. While NARA will continue to provide the same “baseline” services that your 
agency now receives, we want you to know that we are available t o discuss any additional or 
special services that you might require. Although will be your customer 

service representative, please feel free to call e ithei | [ ?r me with anv po licy 

questions that you might have |and I can be reached at For e- 

m ail p urposes ] | e-mail address isl |(< i!arch2 .n ara.gov. 

On February 9, 1999, NARA staff participated in a productive meeting with officials of the 
Department of Justice and the FBI. During that meeting, NARA officials provided updated 
holdings information, described the baseline services that NARA would be providing under 
the reimbursable records center program, and discussed the development of an interagency 
agreement between NARA and the Department of Justice and the FBI. I am pleased to 
present, as attachments to this letter, some formal documentation on our progress in these 
areas. 

Attached you will find three documents: an interagency agreement, a description of baseline 
services to be provided under the reimbursable program, and an updated FY 2000 cost 
estimate. 
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As discussed during the February 9th meeting, an interagency agreement is needed to 
describe the responsibilities of both organizations as we e nter this new environment. The 
attached interagency Agreement consists of two parts. The first part is a two-page NA Form 
4000 which details administrative items required to effec : a financial transaction between 
two Federal agencies. The second part describes the terms and conditions of the agreement, 
including a detailed discussion of the services to be provided and their costs. 

Please review the interagency agreement carefully. If yen. agree with the terms and 
conditions of the agreement, please complete blocks 7, 1:5, 16, 18b, and 18d of the NA Form 
4000, sign and date the last page of the terms and conditions (please add the appropriate 
signature block), and return the documents to: 



b 7 c National Archives and Records Administration 

Office of Regional Records Services (NR - Room 3600) 
8601 Adelphi Road 
College Park, MD 20740 


If you have concerns a bout the terms and conditions of the interagency agreement, please 
contactl who will work with you to resolve any problems. 


The second document is a concise description of the baseline services that NARA will 
provide under its fully-reimbursable records center progiam. These are the services that will 
be provided within the standard pricing structure referenced in the interagency agreement. 
Many of these services are described in greater detail in the terms and conditions of the 
interagency agreement, but we thought it might be usefti to have something more concise to 
distribute to users of these services throughout your organization. 

The final document is an updated FY 2000 cost estimate for your agency. As you review the 
interagency agreement, you will notice that the rates are different than those provided to 
your agency in May, 1998. Since that time, NARA has been successful in negotiating 
significant rent reductions from GSA, which has resulted in a reduction of our projected 
storage costs. We are now projecting our annual storage cost to be $ 1 .96 per box. In May, 
1998, we projected the cost to be $2.08 per box. 


In May, 1998, we projected our annual cost of servicing records to be $1.23 per box. 
However, because Federal employees received a higher than projected salary increase in FY 
1999, our annual service rate increased to $1.32 per box. 

Overall, the combined impact of these rate adjustments nets an annual reduction of $0.03 per 
box. The only other variable in estimating your agency' 3 annual charges is any change in 
holdings that may have taken place since May, 1998. Your current holdings, as of April 30, 
1999, are included in the updated cost estimate for your agency. 
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In closing, let me say that the National Archives and Records Administration looks forward 
to continuing our effective working relationship with the FBI, a relationship that will result 
in an outstanding level of service for the records we hold in trust for you as well as an 
improved records management program in general. 

Sincerely, 


RICHARD L. CLAYPOOLE 
Assistant Archivist for 
Regional Records Services 


Enclosures 


4, Name and Address of NARA Organization 

OFFICE OF REGIONAL RECORDS SERVICES 
8601 ADELPH1 ROAD (ROOM 3600) 

COLLEGE PARK, MD 20740-6001 


6. NARA Project Officer (Name and Title) 


5. Name and Address of Other Organization 
Federal Bureau of Investigation 
J. Edgar Hoover Building, Room 9998 
935 Pennsylvania Avenue, NW 
Washington, DC :>0535-0001 


7. Other Agency Project Officer (Name and Title) 


Telephone/Fax/E-niaii 


Management Analyst 


T elephone/Fax/E-mail 

301/713-7210, ext | [ telephone) 

301/713-7205 (fax) 

fearch2.nara.gov 


Address 

Same as block 4 


8. Project Title 

Reimbursable Records Center Storage and Services 


9. Purpose /Objective 

See attached Terms and Conditions. 


10. Responsibilities, Scope of Goods or Services to be Supplied by Performing Agency 

See attached-Terms and Conditions. 



1 1 . Responsibilities, Scope of Goods or Services to be Supplied by Ordering Agency 

See attached Terms and Conditions. 


NATIONAL ARCHIVES AND RECORDS ADMINISTRATION 


NA FORM 4000 Page 1 of 2 




















continuation of interagency a 

1 2? Special Provisions 


MENT 


TERMINATION PROCEDURES: 

This agreement may be terminated by either Agency upon 90 days advance written notice. 


Ail parties agree that revision or modification of the terms of this agreement may be made only with the consent of the 
authorizing officials of both agencies. 

OTHER: This agreement is contingent upon the passage of a fiscal year 2000 appropriation for the customer agency and the 
passage of enabling legislation to enact NARA's fee-for-service records center program. 


13. Estimated Costs 


14, Billing Instructions 15. Billing Address - Include Agency Locator Code) 

Request for payment will be made by: 

[ ] Itemized SF-1 081 
[ ] Itemized SF-1 080 
[ ] SIBAC 
[ X ] OPAC 

[ ] Other (indicate) Agency Locator Number (ALC): 

16. Accounting Classification - Cite the following accounting information on all document j ton: 

(Paying Agency will Indicate Appropriation /Accounting Coding to be Charged) NARA ACT Number (when applicable) 

Not applicable 


17. Authority 


18. Approvals - Complete all that are required by agency procedures. 

1 8a. Name and Title of NARA Financial Officer Signature Date 

ADRIENNE C. THOMAS 
Assistant Archivist for 
Administrative Services 

18b. Name and Title of Other Agency Financial Officer Signature Date 


18c. Name and Title of NARA Authorizing Official ( Signature Date 

RICHARD L. CLAYPOOLE 
Assistant Archivist for 
Regional Records Services 

18d. Name and Title of Other Agency Authorizing Official Signature Date 


NATIONAL ARCHIVES AND RECORDS ADMINISTRATION 
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VI1L APPROVALS 


For NARA: 


RICHARD L. CLAY POOLE Date 

Assistant Archivist for 
Regional Records Services 


ADRIENNE C THOMAS Date 

Assistant Archivist for 
Administrative Services 


For Federal Bureau oflnvestigation: 


V. RATES - There are two cost components for which agencies she'll be invoiced: 

A. Storage - NARA. shall charge the customer agency a rate equal to SI. 96 per year (approximately 
$0. 16 per month), per cubic foot for the storage of the customer agency’s records. For billing 
purposes, NARA shall consider one standard NARA records center carton (14-3/4 x 1 2 x 9-1/2" NSN 
8 1 1 5-00- 1 1 7-8249) to be the equivalent of one cubic foot. 

B. Services - NARA shall charge the customer agency $1 .32 pc r year (approximately $0.11 per 
month), per cubic foot for the servicing of records. For billing purposes, NARA shall consider one 
standard NARA records center carton (14-3/4 x 12x9-1/2" NSN 8115-00-117-8249) to be the 
equivalent of one cubic foot. This service charge covers all non- storage related costs including costs 
related to the accessioning, disposal, permanent records transfer, referencing , refiling , and 
interfiling of records. 

C. Special Services [Reserved] 

D. Adjustments - Rates may be adjusted or supplemental billings effected to reflect the actual costs 
of services provided. 

VI. BILLING 


A. NARA shall bill the customer agency on a monthly basis, ur less otherwise negotiated and 
recorded in this agreement. 

B. The storage charge component of the invoice shall be based m the total number of cubic feet that 
the customer agency has in NARA-provided storage on the last business day of each month, as 
reflected in the NARS-5 inventory of the agency’s holdings on that date. The monthly storage charge 
shall be computed by multiplying the holdings Figure by the annual rent rate and dividing by twelve 
months. 

C. The service charge component of the invoice shall be based m the total number of cubic feet that 
the customer agency has in NARA-provided storage on the last business day of each month. The 
monthly service charge shall be computed by multiplying the holdings figure by the annual service 
rate and dividing by twelve months. 

D. NARA billings are processed by the General Services Administration. Requests for payment 
shall be made monthly via the On-line Payment and Collection ^OPAC) system. 

E. The NARA billing shall be supported by documentation which shall be forwarded to the address 
provided above. Questions regarding invoices should be directed to the customer agency’s account 
representative at NARA. The account representative’s name, address, telephone number, and e-mail 
address shall be provided on every invoice. 

F. Payments are due upon receipt of invoice. If invoices are not paid within 30 days, NARA may 
impose additional fees to recover the costs associated with the i; olinquency. 

VIL AUTHORITY 

This agreement is contingent upon enactment of a statute requiring NARA’s Federal records centers 
to operate on a reimbursable basis beginning October 1, 1999. 


(2) When submitting refiles, the customer agency sf mil ensure that the records being 
returned to the NARA records center for refiling remain in the same file folder that was 
previously recalled from the NARA records center. In these cases, the folder shall 
already be annotated with sufficient information to perform the refile (see paragraph 
III.B,l.d.(4) above). If the records to be refiled hdve: been placed in new folders, the 
customer agency shall provide the NARA records c niter with sufficient information to 
perform the refile. Additional guidance on submitting refiles is available from each 
NARA records center. 

(3) When submitting interfiles, the customer agency shall provide the NARA records 
center with sufficient information to perform the interfile. This information may be 
transmitted informally by attaching a paper transmittal to each document or set of 
documents to be interfiled in a specific folder. Add) tional information on submitting 
interfiles is available from each NARA records center. 

(4) NARA shall refile records within five business days of receipt and interfile records 
within ten business days of receipt, 

(5) For refiles and interfiles that cannot be serviced without corrective action, NARA 
shall contact the customer agency to resolve the problem. The customer agency shall 
provide a point of contact with a current telephone number with all refiles and interfiles 
it submits to the NARA records centers. 

f. Quality Assurance 

(1) NARA shall continuously and thoroughly review its records center services to 
ensure that the highest quality service is being delivered. 

(2) All reference requests that are determined by NARA staff to be unserviceable shall 
be reviewed by NARA within one business day of tie initial search to determine the 
appropriate corrective action. 

g. Customer Orientation Services 

(1) On a semi-annual basis, each NARA records center shall offer at least one workshop 
highlighting services offered by the records center. Customer agency personnel may 
attend these workshops free of charge. These workshops will usually be conducted on 
the premises of a NARA records center. 

(2) NARA shall continue to offer free CIPS training for customer agencies interested in 
using this system to submit reference requests electronically. 

(3) NARA shall continue to distribute field bulletins and other technical reference 
materials to customer agency personnel free of charge. 

2. Special Services [Reserved] 


IV. LOCAL AGREEMENTS [Reserved. These agreements may be attached or referenced here. See 
also Article 11. COVERAGE] 
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Other acceptable methods of transmittal include but ne not limited to mail through the 
United States Postal Service, express delivery services, fax, agency courier, or telephone. 
Additional guidance on submitting reference requests is available from each NARA 
records center. ! 

(2) When submitting reference requests, the customer agency shall provide the NARA 
records center with sufficient information to locate he records. Additional guidance on 
submitting reference requests is available from each NARA records center. 

i 

(3) Routine reference requests shall be serviced within one business day of receipt by 
the NARA records center. 

(4) When servicing reference requests, NARA records center staff may annotate each 
requested folder with the accession number, box number, and NARA records center 
shelf location number, This will facilitate refiling the folder at a later date. 

(5) NARA shall expedite reference service (same clay or less than one business day 
turnaround) for emergency reference requests without imposing additional fees, provided 
emergency requests are infrequent and limited in number (as determined by the NARA 
records center servicing the requests). The determination that a reference request 
qualifies as an emergency shall be made solely by t he customer agency, but if the 
customer agency designates a request as an emergency, they must be willing to pick up 
the requested items within one business day or pay for overnight delivery service. On an 
as-needed basis, NARA staff will accommodate the customer agency by reading portions 
of a file over the telephone or sending, via fax, cert *: in portions of a file to the customer 
agency. If it is determined, at the local level by the NARA records center involved, that 
emergency requests are being submitted by the customer agency frequently and in large 
numbers, NARA may require additional reimbursement from the customer agency to 
accomplish the increased workload. 

(6) NARA’s baseline service charge includes shipping routine reference requests to the 
customer agency. Each NARA records center shal l absorb the shipping costs associated 
with the customer agency recall of up to ten boxes of records per customer agency 
address per day. 

(7) For requests that cannot be serviced without collective action, NARA shall contact 
the customer agency to resolve the problem. The customer agency shall provide a point 
of contact with a current telephone number on all reference requests it submits to the 
NARA records centers. 

(8) Upon request, NARA shall provide on-site offi.ee space at each of its NARA records 
centers for customer agency personnel or other authorized individuals to review any 
records it retired into NARA’s holdings. Appointments may be required. 

e. Refiles and Interfiles 

(1) Acceptable methods of submitting refiles and interfiles include but are not limited to 
mail through the United States Postal Service, express delivery service, or courier. 
Special guidance for the shipping and handling of classified records may be obtained 
from each NARA records center. 
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(2) Records shall be destroyed within 90 calendar; days of eligibility, as determined by 
the applicable records disposition schedule and NARA receipt of written concurrence 
from the customer agency, whichever comes later.! 

(3) If NARA is unable to accomplish the disposal^ the customer agency’s records 
within 90 calendar days of their becoming eligible; for disposal , the customer agency 
shall not be responsible for the storage costs of these disposable records beyond the 
initial 90 day period. If, however, any records are retained beyond the 90-day period at 
the request of or for the benefit of the customer agency, including, but not limited to 
court-ordered freezes, normal storage charges shall continue to apply. Under 
circumstances where an ordered freeze has been lifted, NARA will negotiate with the 
customer agency to establish a reasonable time frame within which the disposal will be 
accomplished. 

(4) NARA shall dispose of all temporary records in accordance with Federal regulations 
and as specified in the records schedule item cited on the disposal notice. NARA shall 
also ensure that access to the records is restricted throughout the disposal process. 
Disposal shall occur under contract with a wastepaper or other recycling company or by 
NARA. 

(5) NARA shall provide disposal witnessing services when required by Federal 
regulations. 

(6) NARA may require additional reimbursement from the customer agency for the 
disposal of nontextual media, textual records which contain a significant amount of non- 
textual material that must be removed prior to shreeding (clips, binders, mylar, and other 
non-paper materials), or classified records. In such instances, NARA shall notify the 
customer agency in advance to amend this agreement to incorporate mutually agreeable 
terms to accomplish the additional workload. 

(7) NARA shall follow the procedures established n the current NARA Information 
Security Manual and Executive Order 12958 - Classified National Security Information, 
for the disposition of security classified materials. 

c. Transfer of Scheduled Permanent Records to the National Archives of the United States 

(1) NARA will notify the customer agency when accessions become eligible for transfer 
to the National Archives of the United States (as determined by the applicable records 
schedule) by forwarding to the agency a SF 258, Agreement to Transfer Records to the 
National Archives of the United States. 

(2) Records will be transferred to the National Archives of the United States (at 
NARA’s expense) within 90 calendar days of return receipt by NARA of the SF 258, 
completed and signed by the customer agency. 

d. Reference 

(1 ) The customer agency may submit reference requests using an Optional Form 1 1 
(OF-i 1) or other NARA approved forms. The pref erred method of submitting reference 
requests is electronically through the Centers Information Processing System ( CJPS ). 
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but are not limited to mail through the United State::; Postal Service, express delivery 
services, or fax. (If submitting the SF 135 via fax, the customer agency must ensure the 
SF 135 bearing the original signature of the transferring agency official in block 2, along 
with a photocopy, is placed in the box 1 of the accession when the records are shipped). 
Proposed transfers of scheduled permanent and/or unscheduled records must include a 
detailed box listing attached to the SF 135. Additional guidance on transmitting SFs 135 
and preparing records for shipment is available from each NARA records center. 

(2) NARA shall respond to SFs 135, either by approving the accession or initiating 
corrective action, within 10 business days of receipt 

(3) Once approval has been granted via the SF 135 , the customer agency may ship the 
access ion(s) to the appropriate NARA records center. Shipping methods include but are 
not limited to services provided by the United State:; Postal Service, express delivery 
services, or freight carriers. Additional guidance on labeling boxes and shipping records 
is available from each NARA records center. Some shipments may require providing 
advance notice to the NARA records center. Special arrangements for the shipping and 
handling of classified records may be made with the receiving NARA records center on 
a case-by-case basis. Shipping costs are the responsibility of the customer agency. 

(4) If approved accesstonfs) are not received within 90 calendar days of approval of the 
SF 135, records center staff may contact the customer agency to determine the cause of 
the delay and recommend appropriate action. 

(5) The customer agency shall maintain its own collection of SFs 135 for all of the 
records it ships to NARA. However, each NARA records center shall maintain a 
comprehensive collection of SFs 135 for the customer agency records in its holdings. 

(6) SFs 135 and extracts from automated reports shall be made available to the customer 
agency as needed. Each NARA records center shall provide the customer agency with 
up to ten photocopied pages per year of SFs 135 freh of charge, but may seek 
reimbursement for additional photocopies. NARA will generally provide extracts from 
automated reporting systems without requiring additional fees. 

(7) The customer agency shall internally maintain n detailed box listing of, or index to, 
all records for each accession that is retired to a NARA records center. When practical, 
the customer agency shall provide NARA with a copy of this document by placing it in 
the first box of the accession to which it pertains. The copy provided to NARA shall 
serve as an offsite backup copy for the customer agency. As cited in item (1), proposed 
transfers of scheduled permanent or unscheduled records must include a detailed box 
listing attached to the SF 135, 

b. Disposal 

(1) Ninety calendar days prior to an accession 's scheduled disposal date, NARA shall 
notify the customer agency by sending NA Form 1 .1 001 Notice of Intent to Destroy 
Records via certified mail to the customer agency’s records officer or other designee in 
accordance with NARA Bulletin 99-03. It is the customer agency’s responsibility to 
keep NARA informed of any address changes as they occur. 
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TERMS AND CONDITIONS 


I. PURPOSE 

This agreement sets forth the terms and conditions under which the National Archives and Records 
Administration’s (NARA) records centers shall store and sendee records which remain in the legal 
custody of the Federal Bureau of Investigation, hereafter referred to in this document as the “customer 
agency.” farms in italics are defined in Attachment A to this agreerment. 

II. COVERAGE 

This agreement shall become effective on October 1, 1999, and shat. continue through September 30, 
2000. This agreement covers customer agency records stored and serviced in NARA’s records centers 
(including the Washington National Records Center and the Nation;]] Personnel Records Center) where 
legal ownership of the records remains with the customer agency, hi some instances, regional or local 
agreements may supersede or augment this agreement, This agreement shall be updated annually, but 
may be amended sooner if deemed necessary by NARA or the customer agency. 

III. RECORDS CENTER SERVICES 

A. Storage 

1. NARA shall store records of the customer agency, which currently includes Record Group 65, 
in a safe and secure environment which meets the requirements outlined in 36 CFR part 1228. A 
copy of these facility standards can be found as Attachment B to this agreement. 

2. Unless arrangements have been made with the customer agency, NARA shall store the 
customer agency’s records in the NARA records center that is designated to serve the geographic 
area in which the records originated or were maintained by :he customer agency, A directory 
which indicates the geographic areas served by each NARA records center can be found as 
Attachment C to this agreement. 

3. [Reserved for specific agency storage requirements or locations] 

B, Services 

1 . NARA shall provide the customer agency with the following baseline services: 
a. Accessioning 

(1) To initiate a retirement of records, the customs. ' agency must submit a Standard 
Form 135 (SF 135) Records Transmittal and Receipt, to the appropriate NARA records 
center, (Sec Attachment C for addresses, phone lu mbers, names of contacts, e-mail 
addresses, and the geographic areas served by each center.) The SF 135 must be 
completed according to NARA instructions. Acce j: table methods of transmittal include 
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10/05/99 14:32 FAX 301 713 7205 


REGIONAL RECORDS SERVICE 


@005 


National Archives and Records Administration 


Fiscal Year 2000 Cost Estimate Prepared for : 

Federal Bureau of Investigation (Dept of Justice) 

Center Record Group Volume 

St. Louis, CPR-Gen 

065- Federal Bureau of Investigation 295 

Sub-total for ' Center 1 = St. Louis, CPR-Gen (19 accessions ; 295 

Sultland 

065- Federal Bureau of Investigation 6,051 

Sub-total for ' Center" = Sultland (110 accessions) 6, 05 1 


Monday, May 24, 1999 
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REGIONAL RECORDS SERVICE 
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Center Record Group 


Volume 


Grand Total 


6,346 


Projected Charges for Fiscal Year 2000 


FY 2000 Storage Rate: $L 96 per box 


Estimated FY 2000 Storage Charge: 

$12,438.16 

FY 2000 Service Rate: $1.32 per box 


Estimated FY 2000 Service Charge: 

$ 8 , 376.72 

Total Estimated FY 2000 Charges: 

$20,814.88 


(This estimate is based on holdings data as of April 30, 1999, For a more accurate projection, 
you may need to factor in an appropriate level of growth. Historically, NARA 's records center 
holdings have grown at an annual rate of 2.5%. This may be a. good factor to use in projecting 
your agency's annual charges.) 
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FD-369 (Rev. 2-23-89) 

914821 

BEQ. # 


SUPPLY TECHNICIAN: 
PROGRAM MANAGER: 
FUNDING APPROVED 
GOTO: 

Room # & Ext: 


FEDERAL BUREAU OF INVESTIGATION 
REQUISITION FOR SUPPLIES AND/OR. EQUIPMENT 


Records Disposition Q\, p 
Archival Subunit/ . 

File Services Unit IMS Dennis Weaver 

ORDERING OFFICE/COST CODE APPROVED BY 

CONTRACT SPECIALIST: 

Date Received: 

PPMS APPROVAL: 

PURCHASE ORDER # 


ORIGINAL 


JULIAN DATE 


NATIONAL STOCK 
ITEM# NUMBER 


FULL DESCRIPTION OF 

ISSUE 

Purchase Order 7 
: in the amount of $23,815 %ith 

the Office of Regional Records 

Services, N ational Archives and 

Records Administration to cover 

annual costs associated with the 

service and storage of FBI record ; 

during the period 10/1/99 - 9/30/2000 


subobjectI unit 

QTY. CLASS. BI# PRICE TOTAL 


SPECIAL INSTRUCTIONS: 


Ship to Code: N1 
Delivery Restrictions;^ 
Government's Estimate; 
Previous PO # 

Previous Contract # ' 



JUSTIFICATION FOR THE PURCHASE OF NONEXPENDABIZ ITEMS: 
For service and storage of FBI records 


See Instructions on Reverse 


«r 
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U.S. Department of Justice 


Federal Bureau of Investigation 


Washington, D. C. 20535 


October 21, , 1999 


Appraisal Archivist 

Life Cycle Management Division 

National Archives and Records Administration 

8601 Adelphi Road 

College Park, Maryland 20740-6001 
Dear 

•Reference is made to the letter dated August 4, 1999, 
directed to Mr. Dennis Weaver, Section. Chief , Information 
Management Section, Information Resources Division (IRD) from 
Marie Allen,. Life Cycle Management Division, National Archives 
and Records Administration’ (NARA) which enclosed a copy of the 
NARA Agency Records Center Inspection Report pertaining to the 
Federal Bureau of Investigation (FBI) Records Center which is 

located on South Pickett Street in Alexandri a. Virginia. This 

inspection was conducted on July 23, 1999, by 

Civil Engineer, Space and Security Management Division, NARA. ' 

This inspection report has been thoroughly reviewed by 
representatives of IRD and the Planning, Design and Construction 
Management Unit, Facility Management and Security Section of the 
Administrative Services Division. The records space in the 
newest portion of the facility will comply with the findings of 
the report. This newest area is located at 841 South Pickett 
Street and was under construction at the time of the NARA 
inspection. Following completion of the construction and the 
occupation of this space, renovations will begin in the other two 
portions of the FBI Records Center. These other two areas are 
located at 883 and 917 South Pickett Street. 


Dap. Dir. 

ADOAdm. 

ADD Inv - 

Asst Dir: 
Adm. Serve. . 
Crim.lnv. — 
Merit 


Legal Coun. 
Rec. Mgnt - 
Tech. Serve.- 


IRD Front Office, RoomJ5829 
Mr. Weaver, Room 9998 
Mr. Llewellyn, Room 5648 
~~|Room 1B8 7 i 5 
I Room 1 0475jKF ( 

' |Room 1047^ 

hre sso * 

^ Room 4933 
I Room 4933 


6feF~ HQ-C 1 locos') — 




Confl * — WS : ws ( 1 1 > 

Off. ol EEO . — . — . 

Off. Lisbon* \V 

InLAffs. 

Off. of Public Affs — v 

Telephone Rm 

Director's Ssc*y MA,L ROOM E3 





Liire cycle Management Division 

National Archives and Records Administration 
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Please be advised that it is the intent of the FBI to 
comply with the findings of the NARA inspection report. The pace 
and the scope of our compliance efforts will, of course, be 
contingent upon the availability of fiscal and other resources . 

lat 


ir vou nave anv rurtner questions, piease 
1 lor FBI Archives Specialist 

mnr.^rr Mr*. weaver. 

[ 



Sincerely, 


Robert J. Friedman, Jr. 

Acting Deputy Assistant Director 
Information Resources Division 



(Rev. 10-01-1 999 ) 


FEDERAL BUREAU OF INVESTIGATION 


Precedence: ROUTINE Date: 05/02/2000 


To: Information Resources Attn: | | 

Unit Chief 

Mail Services Unit 


Prom: Information Resources 



66F-HQ-C1 190059 — $2. 

Title: DESTRUCTION OF RECORDS 

NATIONAL ARCHIVES AND 
RECORDS ADMINISTRATION 
APPRAISAL OF FBIHQ AND FIELD 
OFFICE RECORDS 

Synopsis: To advise of receipt of approved disposition authority 

from the Archivist of the United States. 

Enclosures: Standard Form (SF) 115 dated 9/13/99, bearing 

signature of the Archivist of the United States. 

Details: On 4/26/2000, an approved SF-115 was received from the 

National Archives and Records Administration (NARA) granting 
disposition authority to the Information Resources Division (IRD) 
for the destruction/retention of cassette tape recordings created 
by the FBIHQ Switchboard Monitoring and Recording System, after 
certain conditions have been met . The official records are 
cassette tapes resulting from the operation of the recording and 
monitoring of incoming calls to the FBIHQ switchboard for 
operational purposes, i.e., to preserve possibly significant 
information pertaining to emergencies, threats or criminal 
activity. 


Recording equipment automatically begins recording once 
the receiver is lifted and terminates recording once the 
switchboard employee hangs up. The system also captures call 
transactional data, i.e., if the number is published or not 
otherwise blocked by the subscriber. The main purpose of this 
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sources 


From: 


66F-HQ-C1186292, 05/02/2000 


Informat i 



Resources 


system is to preserve possibly significant information pertaining 
to emergencies, threats or to criminal activity which may 
otherwise be lost because of the exigencies of the situation, 
such as the hurried or incoherent fashion in which communications 
of this nature are often conveyed. Procedures have been 
established which limit the recordings to those conversations 
which relate solely to the stated purposes . 

The monitoring and recording of information voluntarily 
and knowingly provided to the FBI by individual callers is an 
appropriate administrative means to: 

(1) retrieve and review calls during which information 
is provided too quickly for FBI switchboard personnel 
to manually record, 

(2) preserve as evidence for prospective prosecutions 
those conversations in which callers threaten FBI space 
and/or personnel, or 

(3) preserve as evidence for prospective prosecutions 
the location from which the calls were made, or any 
other evidence the caller provides that relates to the 
commission of a crime . 

Based on the NARA appraisal of these records, the 
disposition authority granted to IRD covers five separate 
circumstances based on the type of information gathered on the 
cassette recordings or the entity to which a copy of the original 
tape is distributed. 

1) In the event that the information on the cassette 
pertains to an actual emergency, threat or to criminal 
activity, the original Digital Audio Tape (DAT) 
recording is preserved as evidence for prospective 
prosecutions and cassette tape copy with segregated 
excerpt (s), including transcripts (if extant) and 
placed in Washington Field Office (WFO) Office of 
Origin investigative case file. Final disposition for 
the WFO case file is commensurate with provisions of 
the NARA approved FBI Records Retention Plan and 
Disposition Schedule (NARA Job Number NCI -65 -82 -4) . 

2) Cassette tape, maintained by FBI Headquarters 
(FBIHQ) Telephone Center with segregated excerpt (s), 
including transcripts (if extant) , which pertain to 
actual emergencies, threats or to criminal activity is 
placed in FBIHQ Telephone Center administrative case 
file and the final disposition is also commensurate 
with provisions of NARA Job Number NCI-65-82-4. 
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3) Any cassette tape, maintained by FBIHQ Telephone 
Center, for reference primarily for expeditious review 
of prior calls and possible identification of repeat 
telephone calls may be destroyed when 1 year old or 
when administrative needs have expired, whichever is 
later. 

4) Additional cassette tapes, distributed for 
informational purposes, to FBI Police Force and the 
Strategic Information and Operations Center may be 
destroyed when 10 days old or when administrative needs 
have expired, whichever is later. 

5) Cassette tapes of recordings which do not 
constitute a criminal act or emergency may be destroyed 
or recycled when 30 days old or when administrative 
needs have expired, whichever is later. 

It should also be noted that any field office 
switchboard with a similar system may also apply these same 
criteria for destruction or retention of the cassette recordings. 


Prior to submission to NARA, this matter was 
coordinated with Electronic Surveillance (ELSUR) Program Manager 
Rose Ferrari, Field Services Unit, Information Management 
Section, IRD, for proper guidance for the handling of the 
original DAT cassette tapes and any copies being preserved as 

evidentiary material. In addition, this matter was also 

coordinated with Supervisory Special Agent (SSA) | | 

Investigative Law Unit, Office of General Counsel! SSA| f 

provided guidance concerning the initial set-up of the recording 
system on the FBIHQ Switchboard. 


the Switch 
Specialist 


Any questions concerning the disposition authority for 
oard Monitoring Svstp ms may be directed t o Archives 

ext ens i on I ' 


t 
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To: Information Resources From: Informat it 

Re: 66F-HQ-C1186292 , 05/02/2000 


Resources 


LEAD (s) : 


Set Lead 1: 


INFORMATION RESOURCES 


AT WASHINGTON. DC 


As authorized by NARA Mail Services Unit, Information 
Management Section should, on a continuing basis, dispose of 
cassette tapes within the FBIHQ Telephone Center. 


Mr. O'Leary, Room 5829 
Mr. Friedman, Room 5835 
Mr. Weaver. R oom 9998 
I | Room 7326 

| South Pickett Street 
I Room 10475 
I Roo m 10108 
| Room 4933 
fRoom 4933 


- Building 841 
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REQUEST FOR RECORDS DISPOSITION AUTHORITY 

(See Instructions on reverse) 


to: NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR) 
WASHINGTON, DC 20408 


1. FROM (Agency or establishment) 

Department of Justice 


2. MAJOR SUBDIVISION 

Federal Bureau of Investigation 


3. MINOR SUBDIVISION b6 

Information Resources Division b7c 


4. NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE 



DATE RECEIVE 


NOTIFICATION TO AGENCY 


In accordance with the provisions of 44 
U.S.C. 3303a the disposition request, 
including amendments, is approved except 
for items that may be marked "disposition 
not approved" or withdrawn" in column 10 





6. AGENCY CERTIFICATION I / 

I hereby certify that I am authorized to act for this agency in matters pertaining to tf\e/disposition of its records 
and that the records proposed for disposal on the attached 2 pagefs) are not now needed for the business 
of this agency or will not be needed after the retention periods specified; and that written concurrence from 
the General Accounting Office, under the provisions of Title 8 of the GAO Manual for Guidance of Federal 
Agencies, 

CD is not required; □ is attached; or □ has been requested. 



has been requested. 


TITLE 

FBI Archives Specialist 
Information Management Section 


8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 


1 | FEDERAL BUREAU OF INVESTIGATION 

SWITCHBOARD MONITORING AND RECORDING SYSTEMS 

Records are cassette tapes resulting from the operation of the 
recording and monitoring of incoming calls to the various FBI 
switchboards for operational purposes, i.e., to preserve possibly 
significant information pertaining to emergencies, threats or criminal 
activity. 

Recording equipment automatically begins recording once the receiver 
is lifted and terminates recording once the switchboard employee 
hangs up. The system also captures call transactional data, i.e., if the 
number is published or not otherwise blocked by the subscriber. The 
main purpose of this system is to preserve possibly significant 
information pertaining to emergencies, threats or to criminal activity 
which may otherwise be lost because of the exigencies of the 
situation, such as the hurried or incoherent fashion in which 
communications of this nature are often conveyed. Procedures have 
been established which limit the recordings to those conversations 
which relate solely to the stated purposes. 


9. GRS OR 

10. ACTION 

SUPERSEDED 

TAKEN (NARA 

JOB CITATION 

USE ONLY) 



115-109 


NSN 7540-00-634-4064 
PREVIOUS EDITION NOT USABLE 


STANDARD FORM 115 (REV. 3-91) 
Prescribed by NARA 
36 CFR 1 228 














REQUEST FOR RECORDS DISPOSITION AUTHORITY - CONTINUATION 

JOB NO. 

PAGE 

2 2 

OF 

7. 

ITEM 

NO. 

\ 

8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

9. GRS OR 
SUPERSEDED 
JOB 

CITATION 

10. ACTION 
TAKEN 
(NARS USE 
ONLY) 


Iff 


Thb^monitoring and recording of information voluntarily and knowingly 
provided to the FBI by individual callers is an appropriate administrative 
means kx 

(1) retrieve and review calls during which information is provided 
too qufekjy for FBI switchboard personnel to manually record, 

(2) preservers evidence for prospective, prosecutions those 
conversations iKwhich callers threaten FBI space and/or personnel, 
or 

(3) preserve as evidenfee for prospective prosecutions the location 
from which the calls were made, or any other evidence the caller 
provides that relates to the commission of a crime. 

DISPOSITION 

1) Segregated excerpts, including transcripts (if extant), from tapes 

of continuing value pertaining to emergencies, threats or to criminal 
activity. \. 

Place in FBI case file and retain/destroy commehqurate with 
provisions of NARA approved disposition scheduled 

2) Cassette tapes with no information of continuing valudv 

TEMPORARY: Destroy/recycle when 30 days old or when N. 
administrative needs have expired, whichever is later. 


115-204 


Four copies, including original to be submitted 
to the National Archives and Records Service. 


STANDARD FORM 115-A (REV. 12-83) 
Prescribed by GSA 
FPMR (41 CFR) 101-1 1.4 








REQUEST FOR RECORDS DISPOSITION AUTHORITY - CONTINUATION 



8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 


9. GRS OR 
SUPERSEDED 
JOB 

CITATION 


The monitoring and recording of information voluntarily and knowingly provided to 
the FBI by individual callers is an appropriate administrative means to: 

(1) retrieve and review calls during which information is provided too quickly for 
FBI switchboard personnel to manually record, 

(2) preserve as evidence for prospective, prosecutions those conversations in 
which callers threaten FBI space and/or personnel, or 

(3) preserve as evidence for prospective prosecutions the location from which 
the calls were made, or any other evidence the caller provides that relates to 
the commission of a crime. 

DISPOSITION 

1) Original Digital Audio Tape (DAT) recording which is being preserved as 
evidence for prospective prosecutions and cassette tape copy with segregated 
excerpt(s), including transcripts (if extant), which pertain to emergencies, threats or 
to criminal activity. 

V 

Place in Washington Field Office (WFO) Office of Origin investigative case file 
and retain/destroy commensurate with provisions of NARA approved 
disposition schedule as NARA Job Number NCI -65-82-4. 

2) Cassette tape, maintained by FBI Headquarters (FBIHQ) Telephone Center with 
segregated excerpt(s), including transcripts (if extant), which pertain to 
emergencies, threats or to criminal activity. 

Place in FBIHQ Telephone Center administrative case file and retain/destroy 
commensurate with provisions of NARA approved disposition schedule as 
NARA Job Number NCI -65-82-4. 

3) Cassette tape, maintained by FBIHQ Telephone Center, for reference primarily 
for expeditious review of prior calls and possible identification of repeat telephone 
calls. 


TEMPORARY: Destroy when 1 year old or when administrative needs have 
expired, whichever is later. 

4) Additional cassette tapes, distributed for informational purposes, to FBI Police 
Force and the Strategic Information and Operations Center. 

TEMPORARY: Destroy when 10 days old or when administrative needs have 
expired, whichever is later. 


5) Cassette 


;assette tapes wiin - no intormotion or continuing va l ue : op ^ i ^ ^ 

VU-ICIl BO HOT f&H&T I TUTB A CAltolfi/AC ACT OA \ y 


TEMPORARY: Destroy/recycle when 30 days old or when administrative 
needs have expired, whichever is later. 


PA 


a 


Four copies, including original to be submitted 
to the National Archives and Records Service. 


STANDARD FORM 115-A(REV i: 
Prescribed by GSA 
FPMR (41 CFR) 101-1 1.4 








RECOMMENDATION TO THE ARCHIVIST ON 

Job No. N1 -65-00-1 

RECORDS DISPOSITION REQUEST 

Item Count: 3 

SUMMARY 


The Department of Justice’s Federal Bureau of Investigation requests disposition authority for tapes created on the FBI 
switchboard monitoring and recording system. Items 1 through 4 cover digital audio tapes (DAT) and cassette tapes 
for phone calls in which the call itself constitutes a criminal act (bomb threat or threat to federal official, for example). 
Items I and 2 cover tapes that will be filed in the appropriate case file for the specific crime and disposed of or 
transferred to NARA according to the disposition for the case file. Items 3 and 4 cover tapes that are kept for short- 
term reference or operational needs. 

Item 5 covers tapes of phone calls that do not constitute a criminal act. These calls are typically from persons 
requesting dispatch to another FBI office and persons wanting to contact FBI staff members. Crank calls are included 
in this category. If a call is received from a person reporting criminal activity, the information is forwarded to the 
appropriate FBI agent for immediate follow-up. The FBI proposes a 30 day retention period which meets their 
administrative need for the records. 

Because the DAT and cassette copies documenting criminal activity are filed in the case file and (if the case file is 
scheduled for permanent retention) transferred to NARA under Job No. NCI-65-82-4, the other copies are correctly 
proposed as temporary. I recommend approval of this schedule as amended. 

b6 

of Public Citizen Litigation Group requested a copy of this schedule, but did not comment. b7c 


RECOMMENDATION 


|X] 1 . APPROVED FOR DISPOSAL . The records described under all items of the schedule, except those that may be listed in blocks 2, 3, and 4 of this section, are disposable 

because they do not, or will not after the lapse of the period specified, have sufficient administrative, legal, research or other value to warrant their continued preservation 
by the Government 

| | 2. APPROVED FOR PERMANENT RETENTION . The records described under the following item or items have been appraised by the National Archives and Records 

Administration (NARA) and are determined to have sufficient historical or other value to warrant their continued preservation by the United States Government. The 
agency will transfer these records to the National Archives as specified. Items 

| ] 3. DISPOSITION NOT APPROVED . The records described under the following item or items are not approved for disposition. 

[ [ 4. WITHDRAWN . The records described under the following item or items have been withdrawn at the request of the agency and/or NARA. 


FEDERAL REGISTER NOTICE 


| | Not required. ^ Required — Publication Date: Dec. 29, 1999 

Copies Requested: 0 
Comments Received: 0 


SIGNATURE 

TITLE 

SIGNATURE DATE 

\ f 

dw Appraisal 
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Appraiser 



Director, NWML 

'ttfaAch 4 -S’, 

Concurrences 

NWM 


NW 








NATIONAL ARCHIVES AND RECORDS ADMINISTRATION 


NA FORM 13133 (4-96) 
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WORK COPY ROUTING SHEET 


O'Leary, Room 5829 
Friedman, Room 5835 
Weaver, Room 9998 
Lammert . Room 7326 

I South P ickett Street 

' |Room 10475 
| Room 10108 
| Room 4933 
hUoom 4933 


Building 841 
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U.S. Department of Justice 


Federal Bureau of Investigation 


Washington, D. C. 20535-0001 
May 10, 2000 


Mr. .Michael Miller ' . 

Director 

Modern , Records Program - NWM 
National Archives and Records ■ 

Administration 
.8601 Adelphi Road 
College Park, Maryland 20740 

Dear Mr. Miller: 

Reference is made to your letter to Section Chief 
Dennis R. Weaver, dated April 4, 2000, in which you requested 
information concerning the FBI's efforts to retrieve official 
records 11 sucked out" of the FBI's Fort Worth Resident Agency when 
the greater Dallas-Fort Worth was struck by a violent tornado on 
March 28, 2000. 

Please be advised that efforts are ongoing to determine 
what official records may have been lost or destroyed as a result 
of this tragic event. At this time, it is not possible to 
provide a full description of these records. In ah effort to 
furnish your office a full report, in accordance with the 
provisions of Title 36, Code of Federal Regulations, Chapter 
1228.104, representatives of the Information Resources Division 
will contact the management of the Dallas Field Office. 



iiirprfpfi to! 





FBI Archives Specialist at 


Sincerely, 


b6 

b7C 


Dap. Olr. 

ADD Mm 


Aim. Dir.: 

Adm.Servs. 

Crim.lnv. 


Eugene J. O'Leary, III 
Acting Assistant Director 
Information Resources Division 



Off. of Public Affs._ 


Mr. O'Leary, Room 5829 
Mr. Friedman, Room 5835 ,w a ( 
Room 9998 

Pi r-ke tt Street 


iJ&F-HQ-C.IIRCOSS — 83 




Room 4933 
Roo m 4933 

Room 10475 


Director 


.Deputy Director, 


Crim.lnv._ 
CJIS 

Finance 

_Gen. Counsel. 
.Into. Res, 




Inspection.. 

Laboratory. 
National Sec. 
OPR 


Personnel. 


training 

_ Off. ol EEO 

Aiiairs 


. Gif. of Public 4 

. Cong. hits. 
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FEDERAL BUREAU OF INVESTIGATION 


Precedence: DEADLINE 12/15/2000 


Date: 12/01/2000 


To: Dallas 


Attn: Administrative Officer 


From: Information Resources 

Informat i f 11-1 M, '"' ,nnr 
Contact : 


rvices/Rooi 

Extension 


Approved By: Dies Bob E 


~^eTT 


Llewellyn Angus B 


p>eh 


IP ^ 






Drafted By: 


Case ID #: 66F-HQ-C1190059 - 8H 


Title: DESTRUCTION OF RECORDS; NATIONAL ARCHIVES 

AND RECORDS ADMINISTRATION; APPRAISAL OF 
FIELD OFFICE RECORDS 

Synopsis: To provide the Dallas (DL) Field Office with the 

preliminary findings of the Information Resources Division (IRD) , 
concerning the circumstances surrounding the accidental loss of 
official documents from the Fort Worth Resident Agency (RA) . 

Details: In accordance with the provisions of Title 36, Code of 

Federal Regulations, Part 1228, Section 104, Subpart G, it is the 
responsibility of the FBI to report any unlawful or accidental 
destruction, defacing, alteration, or removal of records in 
agency custody to the National Archives and Records 
Administration (NARA) . The report shall include the following 
information: 


(1) A complete description of the records with volume 
and dates if known; 

(2) The office of origin; 

(3) A statement of the exact circumstances surrounding 
the alienation, defacing, or destruction of the 
records ; 

(4) A statement of the safeguards established to 
prevent further loss of documentation; and 


To 

Re 


(5) When appropriate, details of the actions taken to 
salvage, retrieve, or reconstruct the records. 

In an effort to provide NARA with full details 
concerning the efforts to retrieve official records "sucked out" 
of the Fort Worth RA when the greater Dallas-Fort Worth area was 
struck by violent tornado on M arch 28, 2000, Archives 

Specialist Records Disposition/Archival and 

Micrographics Subunit, File Services Unit, Information Management 
Section, IRD, conducted an on-site inspectio 
location of the Fort Worth RA. In addition, 
contacted and interviewed personnel who were 

Worth RA on the day of the tornado destruction. The on-site 
inspection and the intervi ews of the follow ing Fort Worth 
personnel was conducted by on 9/21/2000. 


Supervisory Special Resident Agent 


nvestigative Management Analyst (IMA) 


investigative Management Analyst 

Based on the information gathered during the on-site 
inspection of the file holdings at the temporary location and 
through the interviews of the Fort Worth RA personnel a final 
report, will be prepared for NARA which will include the 
following information. 

• A complete description of the damaged/ destroyed 
records with volume and dates if known. 

49A-DL-85045 

This file is being reconstructed by the IMA from 
agents' working copies and the Automated Case Support (ACS) 
System. All of the serials except for serials 5, 7 and 10 had 
text in ACS. Serial 5 was a facsimile sent to the Assistant 
United States Attorney (AUSA) from the DL Field Office on 
1/7/2000. Serial 7 was a letter sent to Parish National Bank 
from the AUSA on 1/11/2000. Serial 10 was a facsimile sent to 
the United States Attorneys' Office (USAO) from the DL Field 
Office on 3/1/2000. 

66 F-DL-76416 

This administrative file contained material pertaining 
to various points of contacts, within the business community. 



Dallas Fromi 
66F-HQ-C1190C 


Information Resources 
> 9 , 12 / 01/2000 
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To:. 
Re : 


Dallas From! 
66F-HQ-C1190C 


k Information Resources 
> 9 , 12 / 01/2000 


utilized as "sources of information" by the Fort Worth RA. The 
original records were within a manual file which was destroyed. 
However most of the information in this file was also sent to two 
other case files and can be located as needed. 


164B-DL-73673 

This file has been reconstructed by the IMA from 
agents' working copies and ACS. All of the serials except for 
serials 1, 2 , 3, 5, and 6 had text in ACS. Serial 1 was an 
internal Electronic Communication (EC) handled within the DL 
Office on 9/18/95. Serial 2 was an EC sent to DL from the 
Portland (PD) Field Office on 9/25/95. Serial 3 was an EC sent 
to the DL Office from the PD Office on 10/10/95. Serial 5 was a 
subpoena sent to the GTE Corporation from the DL Office on 
10/5/95. Serial 6 was a letter sent to the DL Field Office from 
the USAO on 10/5/95. 

196C-DL-76876 


This file has been reconstructed by the IMA from 
agents' working copies and ACS. Twelve of the serials did not 
have text associated with the document, s wit Vi in &PS Serial 4 was 


(not 
e sent 


a facsimile sent to the DL Office from| 

further identified) on 10/16/96. Serial 6 was a facsimi] 
from the United States Probation Office to the DL Office on 
10/15/96. Serial 7 was listed as an affidavit handled internally 
within the DL Office on 10/17/96. Serial 9 was s a newspaper 
article from the Arlington (Texas) Star dated 10/19/96. Serial 
12 was an FD-515 (Accomplishment Report) dated 2/7/97. Serial 13 
was an FD-515 (Accomplishment Report) dated 2/7/97. Serial 16 
was listed as "Other" handled internally within the DL Office on 
2/25/98. Serial 18 was an FD-159 (Record of Information 
Furnished To Other Agencies) dated 2/26/99. Serial 19 was an FD- 
302 (Interview Form) dated 7/11/96. Serial 20 was a newspaper 
article from the Arlington (Texas) Star dated 4/17/99. Serial 21 
was an FD-515 (Accomplishment Report) d ated 5/5/99. Seria l 23 


was a letter sent to the DL Office 
further identified) on 12/29/99. 


from 


(not 


196D-84740 

i 

This file has been reconstructed by the IMA from ACS. 
All of the serials except for serials 1 had text in ACS. Serial 
1 was listed as "Other" handled internally within the DL Office 
on 7/6/99. 
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To: 

Re: 


Dallas Fro 
66F-HQ-C1190 


Information Resources 

0W9, 12/01/2000 


196D-DL-85412 


This file has been reconstructed by the IMA from 
agents' working copies and ACS. All of the serials except for 
serials 1, 17, 18 and 24 had text in ACS. Serial 1 was listed as 
"Other" handled internally wit hin the DL Office q >n 9/3 0/99. 


Serial 17 was a letter sent to 
identified) from the AUSA on 12/27/99, 


sent to 
on 12/29799 


~| (not further 
Serial 17 was a letter 


(not further identified) from the AUSA 
a subpoena sent to PCA of South 


Serial 24 was 

Central Texas (not further identified) from the DL Office on 

2 / 8 / 2000 . 


209-DL-C63002 

This file contained information on individuals, 
received from public sources such as the United States Department 
of Health and Human Services, who appeared to be pattern 
violators or repeat health care fraud offenders. The information 
was maintained within a control file and served as a "source of 
information" and a collection point of material _ which may 
eventually be used to charge the individual with a federal 
offense within the jurisdiction of the FBI. All of the material 
within this case file originated outside of the FBI and it has 
not been possible to re-construct this file. 

282 -DL-84491 

This file has been reconstructed by the IMA from ACS. 
All of the serials except for serials 1, 2, 4 and 12 had text in 
ACS. Serial 1 was a FD-71 (Complaint Form) dated 6/22/99. 

Serial 2 was a facsimile handled internally within the DL Office 
on 6/22/99. Serial 4 was a FD-610 (Data Input For Civil Rights 
Cases) dated 7/9/99. Serial 12 was a newspaper article from the 
Times Records News on 12/27/99. 

• The office of origin. 

The DL FBI Field Office is considered to be the office 
of origin for all of the records damaged/destroyed during the 
tornado. The Fort Worth RA is permitted to maintain original 
records on-site in accordance with current FBI procedures. 

• A statement of the exact circumstances surrounding 
the alienation, defacing, or destruction of the 
records . 

On 3/28/2000, at approximately 6:10 p.m. Central 
Standard Time, the Fort Worth RA was destroyed when the greater 
Dallas-Fort Worth area was struck by a violent tornado. Inasmuch 
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To: 

Re: 


Dallas From® 
6 6F -HQ -Cl 190* 


i Information Resources 
W 9, 12/01/2000 


as the tornado struck outside of normal working hours, most of 
the records maintained in the Fort Worth RA had been secured in 
proper storage. However, due to the quickness and severity of 
the storm, as well as the concern for personal safety, the FBI 
employees still on duty were unable to fully secure the 
, damaged/destroyed records . 

• A statement of the safeguards established to 
prevent further loss of documentation . 

The current policy within the FBI is that all official 
records are to be properly secured during off -hours. This policy 
is strictly enforced, especially in those facilities which 
operate in "shared space", i.e., FBI offices located within 
buildings which are also used by public accessible organizations 
or businesses. In view of the fact that the FBI operates on a 
24 -hour basis, it is not possible to have all records properly 
secured at all times. The current policy is reiterated to all 
FBI facilities on a regular basis. 

• When appropriate, details of the actions taken to 
salvage, retrieve, or reconstruct the records. 

Subsequent to the storm, FBI personnel prepared an 
inventory of official records known to have been maintained 
within the Fort Worth RA. Following completion of the inventory, 
personnel systematically searched the remaining office area as 
well as conducting a "grid-search" of the surrounding areas 
outside of the office. Approximately 10 cubic feet of original 
records were storm damaged and after "drying out" are still 
usable. However, eight original case files were totally 
destroyed. Six of the case files have been reconstructed either 
from material within ACS, agents' working copies or from 
duplicate copies maintained in other case files. Two of the case 
files were fully lost/destroyed and can not be reconstructed. 

Upon approval of the information, a full report, as 
required by Title 36, Code of Federal Regulations, Part 1228, 
Section 104, Subpart G, will be prepared for NARA. 
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To: 

Re: 


Dallas Fro 
66F-HQ-C1190 




Information Resources 
9 , 12 / 01/2000 


LEAD ( s ) : 

Set Lead 1: 

DALLAS 

AT DALLAS. TEXAS 


Prior to deadline, review information, with Fort Worth 
RA personnel, set forth in instant EC and furnish any 
additions/corrections to Information Management Section to insure 
accuracy of report being forwarded to NARA. 


CC: 


1 

1 

1 

1 

1 


Mr. Dies, Room 9939 
Mr. Llewellyn, Room 9939 
Mr. Weaver, Room 9998 Qj 
lSrmt-h 





Pickett Street - Building 841 b6 
Room 10475 b7C 



To: 

Re: 


Dallas From 
6 6 F - HQ - C 1 1 9 0 




Information Resources 
, 12 / 01/2000 


WORK COPY ROUTING SHEET 


CCs 
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1 

1 

1 

1 

1 


Mr. Dies, Room 9939 
Mr. Llewellyn, Room 9939 

Mr w^^rv Room 9998 

l South Pickett Street 
Room 10475 


Building 841 


♦♦ 
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U.S. Department of Justice 

Federal Bureau of Investigation 


Washington, D. C. -20535-0001 

December 18, 2000 



Mr. Michael Miller 
Director 

Modern Records Program - NWM 
National Archives and Records 
Administration 
8601 Adelphi Road 
College Park, Maryland 20740 

Dear Mr. Miller: 


Reference is made to your letter to Section Chief 
Dennis R. Weaver, dated April 4, 2000, in which you requested 
information concerning the FBI's efforts to retrieve official 
records "sucked out" of the Fort Worth Resident Agency (RA) of 
the FBI's Dallas (DL) Field Office when the greater Dallas -Fort 
Worth was struck by a violent tornado on March 28, 2000. 

Reference is also made to the interim response letter from Acting 
Assistant Director Eugene J. O'Leary, III, dated May 10, 2000. 


In an effort to furnish the National Archives, and 
Records Administration (NARA) a full report, in accordance with 
the provisions of Title 36, Code of Federal Remil at.ions , Chapter 


Records 


1228.104, Archives Specialist^ 

Disposition/Archival and Micrographics Subunit , File Services 
Unit, Information Management Section, Information Resources 
Division, conducted an on-site inspection of the temporary 
location of the Fort Worth PA on 9/21/2000. In addition to this 

inspection, contacted and interviewed personnel 

who were assigned to the Fort Worth RA on the day of the tornado 
destruction. 
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Mr. Michael Miller 

National Archives and Records Administration 


Based on the information collected during the on-site 
inspection of the file holdings at the temporary location and 
through the interviews of the Fort Worth RA personnel a final 
report is being furnished to NARA at this time. 

• A complete description of the damaged/destroyed records 

with volume and dates if known. 

49A-DL-85045 

This file is being reconstructed by the Investigative 
Management Analyst (IMA) from agents' working copies and the 
Automated Case Support (ACS) System. All of the serials except 
for serials 5, 7 and 10 had text in ACS. Serial 5 was a 
facsimile sent to the Assistant United States Attorney (AUSA) 
from the DL Field Office on 1/7/2000. Serial 7 was a letter sent 
to Parish National Bank from the AUSA on 1/11/2000. Serial 10 
was a facsimile sent to the United States Attorneys' Office 
(USAO) from the DL Field Office on 3/1/2000. 

66F-DL-76416 

This administrative file contained material pertaining 
to various points of contacts, within the business community, 
utilized as "sources of information" by the Fort Worth RA. The 
original records were within a manual file which was destroyed. 
However most of the information in this file was also sent to two 
other case files and can be located as needed. 

164B-DL-73673 

This file has been reconstructed by the IMA from 
agents' working copies and ACS. All of the serials except for 
serials 1, 2, 3, 5, and 6 had text in ACS. Serial 1 was an 
internal Electronic Communication (EC) handled within the DL 
Office on 9/18/95. Serial 2 was an EC sent to DL from the 
Portland (PD) Field Office on 9/25/95. Serial 3 was an EC sent 
to the DL Office from the PD Office on 10/10/95. Serial 5 was a 
subpoena sent to the GTE Corporation from the DL Office on 
10/5/95. Serial 6 was a letter sent to the DL Field Office from 
the USAO on 10/5/95. 

196C-DL-76876 

This file has been reconstructed by the IMA from 
agents' working copies and ACS. Twelve of the serials did not 
have text associated with the documents within ACS . Serial 4 was 


2 


Mr. Michael Miller 

National Archives and Records Administration 


a facsimile sent to the DL Office from |(not 

further identified) on 10/16/96. Serial 6 was a facsimile sent 
from the United States Probation Office to the DL Office on 
10/15/9 6. Serial 7 was listed as an affidavit handled internally 
within the DL Office on 10/17/96. Serial 9 was a newspaper 
article from the Arlington (Texas) Star dated 10/19/96. Serial 
12 was an FD-515 (Accomplishment Report) dated 2/7/97. Serial 13 
was an FD-515 (Accomplishment Report) dated 2/7/97. Serial 16 
was listed as "Other" handled internally within the DL Office on 
2/25/98. Serial 18 was an FD-159 (Record of Information 
Furnished To Other Agencies) dated 2/26/99. Serial 19 was an FD- 
302 (Interview Form) dated 7/11/96. Serial 20 was a newspaper 
article from the Arlington (Texas) Star dated 4/17/99. Serial 21 
was an FD-515 (Accomplishment Report) d ated 5/5/99. Seria l 23 
was a letter sent to the DL Office from| |(not 

further identified) on 12/29/99. 


196D-84740 


This file has been reconstructed by the IMA from ACS. 
All of the serials except for serials 1 had text in ACS. Serial 
1 was listed as "Other" handled internally within the DL Office 
on 7/6/99. 

196D-DL-85412 

This file has been reconstructed by the IMA from 
agents' working copies and ACS. All of' the serials except for 
serials 1, 17, 18 and 24 had text in ACS. Serial 1 was listed as 
"Other" handled internally wit hin the DL Office on 9/30/99. 

Serial 17 was a letter sent to I ~| (not further 

identif ied) from the AUSA on 12/27/99. Serial 17 was a letter 
sent to| |(not further identified) from the AUSA 

on 12/29/ 99 . Serial 24 was a subpoena sent to PCA of South 
Central Texas (not further identified) from the DL Office on 
2 / 8 / 2000 . 


209-DL-C63002 

This file contained information on individuals, 
received from public sources such as the United States Department 
of Health and Human Services, who appeared to be pattern 
violators or repeat health care fraud offenders. The information 
was maintained within a control file and served as a "source of 
information" and a collection point of material which may 
eventually be used to charge the individual with a federal 
offense within the jurisdiction of the FBI. All of the material 
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Mr. Michael Miller 

National Archives and Records Administration 


within this case file originated outside of the FBI and it has 
not been possible to re-construct this file. 

282 -DL-84491 

This file has been reconstructed by the IMA from ACS. 
All of the serials except for serials 1, 2, 4 and 12 had text in 
ACS. Serial 1 was a FD-71 (Complaint Form) dated 6/22/99. 

Serial 2 was a facsimile handled internally within the DL Office 
on 6/22/99. Serial 4 was a FD-610 (Data Input For Civil Rights 
Cases) dated 7/9/99. Serial 12 was a newspaper article from the 
Times Records News on 12/27/99. 

• The office of origin. 

The DL FBI Field Office is considered to be the office 
of origin for all of the records damaged/destroyed during the 
tornado. The Fort Worth RA is permitted to maintain original 
records on-site in accordance with current FBI procedures. 

• A statement of the exact circumstances surrounding the 

alienation, defacing, or destruction of the records. 

On 3/28/2000, at approximately 6:10 p.m. Central 
Standard Time, the Fort Worth RA was destroyed when the greater 
Dallas-Fort Worth area was struck by a violent tornado. Inasmuch 
as the tornado struck outside of normal working hours, most of 
the records maintained in the Fort Worth RA had been secured in 
proper storage. However, due to the quickness and severity of 
the storm, as well as the concern for personal safety, the FBI 
employees still on duty were unable to fully secure the 
damaged/destroyed records . 

• A statement of the safeguards established to prevent 

further loss of documentation. 

The current policy within the FBI is that all official 
records are to be properly secured during off -hours. This policy 
is strictly enforced, especially in those facilities which 
operate in "shared space", i.e., FBI offices located within 
buildings which are also used by public accessible organizations 
or businesses. In view of the fact that the FBI operates on a 
24-hour basis, it is not possible to have all records properly 
secured at all times. The current policy is reiterated to all 
FBI facilities on a regular basis. 




Mr. Michael Miller 

National Archives and Records Administration 


• When appropriate, details of the actions taken to 
salvage, retrieve, or reconstruct the records. 


Subsequent to the storm, FBI personnel prepared an 
inventory of official records known to have been maintained 
within the Fort Worth RA. Following completion of the inventory, 
personnel systematically searched the remaining office area as 
well as conducting a "grid- search" of the surrounding areas 
outside of the office. Approximately 10 cubic feet of original 
records were storm damaged and after "drying out" are still 
usable. However, eight original case files were totally 
destroyed. Six of the case files have been reconstructed either 
from material within ACS, agents' working copies or from 
duplicate copies maintained in other case files. Two of the case 
files were fully lost /destroyed and can not be reconstructed. 


Any further questions concerning the FBI's efforts to 
retrieve official records "sucked out" of the FBI's Fort Worth 
Resident Agency or the FBI's full report, in accordance with the 


di rented tol ^ 





FBI Archives Specialist at 


Sincerely, 


Bobby Edward Dies 
Assistant Director 
Information Resources Division 
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(Rev. 08-28-2000) 


FEDERAL BUREAU OF INVESTIGATION 


Precedence : IMMEDIATE 

To: Information resources 


Date: 


12/14/2000 


Attn: Information Management 

Rm ^QX 20 

Ext 


From: Dallas 

Admin 

Contact: 


Approved By: 

Drafted By: 

Case ID #: 66F^HQ-C1190059 ~?$fe 

Title: DESTRUCTION OF RECORDS 

NATIONAL ARCHIVES AND RECORDS ADMIN; 

APPRAISAL OF FIELD OFFICE RECORDS 

Synopsis: To provide Information Management Section with Dallas' 

appraisal of the information being provided to NARA re Fort Worth 
RA files. 

Reference: 66F-HQ-C1190059 Serial 84 

Details: On December 1, 2000, Information Resources set a lead 

to Dallas to review the details of an EC about the damage 
received to the Fort Worth files. This EC is being sent to NARA 
in accordance with the provisions of Title 36, Code of Federal 
Regulations, Part 1228, Section 104, Subpart G. After a complete 
review of the referenced EC with Fort Worth RA personnel, it has 
been determined that the information contained in the details 
section is accurate. Dallas cannot find any corrections or 
additional information to furnish to Information Resources. 

Dallas considers this lead covered. 




LEAD (s) : 

Set Lead 1: (Adm) 

INFORMATION RESOURCES 
AT WASHINGTON, DC 
Read and Clear. 

♦♦ 


2 


National. , : 

N /\rClOlVeS at College Park 



Date 

Reply to 
Attn of : 


Subject : 


To 


8601 Adelphi Road College Park, Maryland 20740-6001 


DEC 2 2 1998 

NWM 04.99 

MEMORANDUM TO AGENCY RECORDS OFFICERS AND INFORMATION 
RESOURCE MANAGERS: Bimonthly Records and Information Discussion Group 
(BRIDG) Meeting - January 26, 1999 


The Modem Records Programs of the National Archives and Records Administration 
(NARA) will host the next BRIDG meeting on January 26, 1999, fronrl0:00 A;M-. to noon 
in Room 105 of the National Archives Building, 7th and Pennsylvania Avenue NW, 
Washington, D.C. The purpose of the meeting is to discuss NARA's plans for developing 
electronic records management guidance. 


Mike Miller, Director of NARA’s Modem Records Program, will start the meeting by 
outlining NARA's high-level framework for managing electronic records in 1999, and the 
plan for developing needed guidance on electronic recordkeeping. The meeting will then 
continue the discussion on agency needs that began at the November BRIDG meeting. 

To make the discussion most useful, we are requesting that agencies submit suggestions 
for needed guidance in advance. Some of the basic issues for discussion will be: 


• What NARA guidance would be most helpful for your agency to have as you assess 
your electronic records management issues? 

• How can we assist you better, or where are your particular concerns: in the system 
planning stages, with training needs, getting your CIO involved in an RMA 
implementation process, integrating records management with workflow, documenting 
your business needs, developing model schedules and directives, sharing information 
about besFpractices? 

• How should NARA work with agencies to develop and make the guidance available 
(Web-based? Ways to obtain agency input?) 


We encourage you to send all suggestions, either via e-mail to 
records.mgt@arch2.nara.gov, by fax to 301-713-6852, Attn: BRIDG, or write to: 


Modern Records Programs, (NWM) 

Attn: BRIDG, Room 2200 
NARA 

8601 Adelphi Road 
College Park, MD 20740-6001 

66F-H&- - 8? 


National Archives and Records Administration 


No suggestion is too broad or too narrow, and we look forward to hearing from you. We 
will compile all questions received before January 20, 1999, and distribute them for 
discussion at the meeting on January 26, 1999. 


Enrollment is limited to 60 participants. To reser ve a nlace for t he BRIDG meeting, 
pleas e provide your name and telephone number ta on 301-713-7100, ext. 

I no late r than January 20, 1999, or send an e-mau message to 
@arch2. nara.gov. 

Enclosed are minutes ot the November 107 19987BRIDG r meeting on NARA's Baseline 
Project and the Office of Thrift Supervision's Records Management Application (RMA) 
Implementation. 



MICHAEL L. MILLER 
Director 

Modern Records Programs 


Enclosure 
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BRIDG Meeting Summary 


November 10, 1998, Tuesday 
10:00 a.m. - 12:00 p.m. 

Room 105, Archives I, Washington, D.C. 

Introduction 

The Baseline Program 

Open Discussion on Baseline Program 

OTS Records Management Application (RMA) Implementation 

Open discussion pn OTS RMA Implementation 

Conclusion 

Introduction 

Approximately 40 people were in attendance at the November 1998 BRIDG meeting. 
Mike Miller, (NARA) welcomed everyone to the discussions and gave the meeting overview of 
the two presentations. The first was about the National Archives and Records Administration’s 
(NARA) Baseline Program and the second dealt with the Office of Thrift Supervision (OTS) 
“Lessons Learned” from their experiences implementing Tower’s TRIM records management 
application as an electronic recordkeeping system. 


The Baseline Program 


|(NARA) led a 40 minute session on the Baseline Program. He opened his 


presentation by saying that NARA is very interested in responses to this new approach and 
invites any agency input. The program will gather information to develop a baseline assessment 
of the current state of records management in the F ederal gove rnment. Many factors have 


noted that the Government 


influenced the development of the Baseline project. 

Performance and Results Act of 1993 (GPRA) and the Information Technology Management 
Reform Act of 1996 (Clinger-Cohen Act) call for measurements in federal government, 
including federal records management. Internally, NARA is compelled by its commitment to the 
Strategic Plan, by the need to selectively target our resources to improve records management in 
the government, to showcase what Federal agencies are doing in key areas, aiid assess how 
records management practices change over time. 


In the past, NARA assessed federal records management by conducting in-depth agency 
evaluations. These evaluations, performed at a rate of two to four agencies per year, were both 
time and labor intensive. Although this approach resulted in improvements for individual agency 
records management programs, it did not produce systematic, comparable measurements, or 
gather data that is useful for measuring records management on the government-wide. 


The Baseline Project will produce two types of measuresment, one for individual agency 
records managment programs and one for the federal records management program. By 
systematically collecting information on individual agencies, NARA will be able to identify 
agencies that need improvements and agencies that have “Best Practices.” NARA will be able to 
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identify which program elements are successful and which are not. This data will be collected 
over time so that NARA can track changes in federal record management. This data will also 
provide a good check on current NARA regulations to see if they can be implemented or if they 
need to change. 

NARA will conduct the Baseline program by sending agencies a form containing several 
questions relating to their records management programs. The questions, drawn from pertinent 
rules and regulations, fall into four broad categories: 1) program management and records 
management infrastructure, 2) guidance and training, 3) scheduling and implementation, and 4) 
electronic recordkeeping. The questions will require “yes or no” answers and some additional 
information. An example of a “yes or no” question might be “Do you have a records 
management directive?” A question involving additional information could be “How can NARA 
obtain a copy of this directive?” NARA staff will answer as many of the questions as they can 
with on-hand information^ such as agency schedules and NARS-5. Both NARA headquarters 
and field offices will be involved in the data collection, since NARA will canvass headquarters 
and field units. 

Many answers on the form will be rated on the following scale: best practice 
(outstanding), adequate (good), needs improvement (poor), does not exist (no answer). NARA 
will develop specific criteria for these ratings to ensure they are clearly understood and evenly 
applied. Agencies will have an opportunity to review all preliminary ratings. 

NARA plans to send the Baseline form to approximately 150 agencies in FY99 (NARA 
will be one of them). NARA has not yet finalized this year’s selection of agencies, however 
those agencies not chosen in FY99 will receive the form in FY00. Other next steps include 
refining the Baseline software and drafting procedures for completing the form and perfoming 
follow-up tasks. 

Once the data has been collected, ratings assigned, comments reconciled, and reports 
generated, NARA plans to develop possible courses of action for its own records management 
activities. For example, the results of the input may feed into the Business Process 
Reengineering (BPR) Study on appraisal and scheduling. The results may point out a nee d to 
develop'ways to more effectively pro videTugh-level guidance for records management program 
assistance. NARA may need to change some business practices, amend current regulations or 
guidance, or change how it issues guidance to agencies. NARA plans to use the Baseline results 
to identify areas requiring further improvement government-wide. NARA will post the forms on 
the NARA records management web page <http://www.nara.gov/records> along with any 
relevant guidance and summary information. 

Open Discussion on the Baseline Program 

Will NARA share information that applies to all agencies, such as samples of agency 
record management directives? 

This is a good suggestion. NARA will try to post some sample “best practices” or directives on 
the NARA records management web pages. 
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At what level will NARA send the forms to agencies, at the bureau or departmental level? 
As a default, NARA plans to send forms at the bureau level; however, NARA will discuss the 
particulars of individual agencies with any concerned departmental records officers. 

How will NARA handle contacting agency field components? 

NARA will send an initial form to an agency headquarter’s Records Officer as a point of contact 
with a request that the form be sent to field. How this will be handled and how the various field 
components’ input will be handled is still under negotiation. Again, NARA staff will work with 
agencies to make sure accurate data is collected and represented in the Baseline system in a 
meaningful way. 


Will feedback from the GRS 20 work be incorporated in the Baseline project? 

Yes, NARA has heardthe message to . “reduce Jhe burden” on agencies and realizes that some of 
the questions in the Baseline project will also be needed to perform scheduling tasks under the 
draft GRS 20 bulletin. 

Will the Baseline project include agencies NARA has all ready evaluated or have all 
ready participated in the 1998 Baseline pilot? 

Yes, all agencies will be sent Baseline forms, either in FY 99 or FY00, so that current and 
comparable data can be collected. 
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One records officer recommended NARA repeat the " CIO Approach ” used during the 
GRS 20 comment period, since their program found the CIO involvement highly beneficial. 
Another records officer worried that when the CIO responds directly to OMB, rather than the 
Records Officer to NARA, the response is substantively reduced. 

Will the assignment of a rating or ranking factor be a problem for BRIDG participants? 
Two participants expressed the opinion that ratings themselves would not cause problems. In 
fact, a ranking may help gamer more support for the records management program. An agency 
with poor records management should not be surprised to hear NARA offer constructive critism 
of the program. One participant noted that comparing the record management programs of large 
and small agencies would be comparing apples to oranges. He recommended the outputs from 
the Baseline project compare similar agencies, not all federal agencies. NARA stated that the 
ratings will not be used to produced a numerical list of the best to worst agencies. 

OTS Records Management Application fRMA^ Implementation 


(OTS) and (formerly OTS, now with the 

Commerce Department) gave an hour presentation on their experiences in selecting and 
implementing an electronic records management application (RMA). They also provided a 
demonstration of their system as it works in OTS. As a bureau of Treasury Department, OTS has 
approximately 1 ,200 FTEs serving in headquarters and five field offices. b 
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OTS needed more than just software implementation, they needed program 
implementation as well. Prior to the implementation of the RMA, OTS staff had to update 
policies, procedures, and manuals. They also had to made sure their file plans and schedules were 
current and usable. 

Their goals for the program were to: implement file plans, capture all OTS records, 
provide safe storage and access for OTS electronic information, and provide OTS staff with 
automated records management tools. The long term goal is to share OTS information 
nationwide. 

When selecting the records management software, OTS relied on the requirements in 36 
CFR 1228, on the DoD 5015.2 certification, and the Memorandum of Understanding (MOU) 
between DoD and N ARA. OT S selected Tower’s TRIM software, since it could import their 
records control schedules and support the identification and disposition of all OTS records. 

Tower was able to convert the index of inactive records stored at the WNRC that OTS had in an 
Inmagic database, so that OTS did not have to start from scratch. 

Looking back, OTS felt it would have been useful to have had guidance from NARA on 
archival standards for native formats, digital signatures, the certification of acceptable electronic 
recordkeeping systems, and model schedules and file plans for working with electronic 
recordkeeping systems. 

When the TRIM software arrived, it came as a shell which OTS staff spent a great deal of 
time customizing to fit their needs. They were able to simplify the TRIM interface, making it 
user friendly, by reflecting how OTS staff store and retrieve information. Customizing included 
setting up hooks from existing desktop applications so that electronic records could be filed from 
word processing, spreadsheets, or any ODBC compliant software. 

Each user decides whether or not a particular electronic document is a record and whether 
it belongs in the records management application’s repository. This user choice is one of the 
strengths and weaknesses in TRIM. This customization, flexibility, and user choice helped get 
the program office’s buy-in, but required more up-front records training.- The OTS visited all _ 
program offices to explain how the system would assist the agency’s records management and 
how it would work with the paper filing. 

Once a user decides to “file” the electronic record, they have a series of “file folders” (a 
pick list) from which to chose. These folders reflect the OTS schedules and file plans and can 
only be modified by the system administrator. In addition, the system uses a thesaurus, which 
OTS customized, to assist users in filing and retrieving documents in a literal environment. OTS 
uses a series of virtual records containing the names of institutions or holding companies. The 
user can relate the electronic record being filed to an institution or holding company. This is 
important since most OTS records belong in files relating to these organizations. 
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Open discussion on OTS RMA Implementation 

. How, large was the OTS initial pilot project? .. ■ 

For active filing, OTS will start 2 pilots projects before January 1999. Thirty people will 
participate from Research and Analysis, five to six from Enforcement, and ten from 
Administration. OTS is not rolling TRIM out to all 1 ,200 staff at the same time. 

How difficult is changing or updating the file folders and disposition instructions? 

OTS is moving to functional schedules and file plans and hopefully this will obviate the need to 
make constant changes. Adding new folders, changing disposition instructions or making minor 
edits is relatively easy. Difficulties arise when trying to totally revamp a schedule or file plan. 

What type oj ^resources has OTS, invested in this system ? ' ^ ^ 

The software and training cost approximately $100,000. This included unlimited licences for 
400 employees in the Washington Office. This does not include staff time (3 staff members, 
none of whom could devote full-time to the project) or any additional hardware. The entire 
project, from start to implementation, was expected to last 5 years. 

What was the evaluation criteria OTS used in selecting an RMA? 

1 . It needed to track both electronic and paper records. 2. It needed to function without a 
document management component, since OTS did not intend to purchase such a system. 3. It 
needed to fit into the OTS current IT infrastructure, OTS did not intend to purchase additional 
hardware. At the time of selection, only TRIM fit all three requirements. 

Is OTS using internal or external databases? 

OTS used the internal database that comes with TRIM, but is considering using Microsoft SQL 
server which the manufacturer recommends. 

Will TRIM manage e-mail? 

Yes, it uses the same set up as Top Drawer (the file folder component). It catalogues both the e- 
mail and any attachment. 

Can TRIM produce file plans and labels? Can it produce 115s, 135s, and 258s? 
According to the manufacturer, the system outputs include both plans and labels, but OTS has 
not yet used that function. OTS has talked to TRIM about generating OF1 Is and 135s, but no 
action has been taken to develop this element yet. 

Conclusion 

Mike Miller addressed the some of the areas that OTS noted could have helped in making 
their RMA selection: accessioning native formats, digital signatures, and certifying systems. 
NARA understands that certain electronic records can not .be reduced to flat files. Two, areas . ■ 

NARA is currently exploring acceptance of electronic records in native formats are the State 
Department cables and White House e-mail. NARA does not own the problem of digital 
signatures, but Mark Giguere has been representing NARA on Pubic Key Infrastructure (PKI) 
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issues. NARA could end up taking the position that, if an agency transfers electronic records, 
and vouches they are properly signed, NARA will accession the material. As for certifying 
system, NARA will be reviewing the DoD certification test bed. NARA has written a report on 
the DoD standard on which the test bed is based. A summary of this report was sent to Records 
Officers in the NARA memo NWM 3.99 

On the GRS 20 front, the follow-on group, recommended in the final report of the 
Electronic Records Work Group, will be getting underway in the new year. As for the latest draft 
scheduling bulletin which was sent from both OMB and NARA, BRIDG participants noted that 
the CIOs asked for agency comment, but sent document to individual bureaus. Another problem 
was that since OMB, not NARA, asked for comments, many agency Records Officers limited 
their comments. 


On the Reimbursable front, Miller reminded meeting participants that the Reimbursable 
Program is coming. His program will be responsible for processing any schedules that request 
changes to retention lengths. The earlier any such schedules are submitted, the better, since the 
agency appraisal archivists will also be processing GRS 20 schedules. Someone asked if it 
would be possible to put some approval authority into the hands of agency Records Officers? 
According to statute, the Archivist of the United States has records disposition authority for all 
Federal records. NARA will look at how much flexibility exists in delegating this authority. No 
matter who authorizes disposition, or how NARA streamlines its scheduling procedures, the need 
for public comment on all schedules has increased as result of the GRS 20 issue. Someone else 
asked if NARA plans to enter into a partnership with GAO to expedite the GAO participation in 
the scheduling process. 
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IRON MOUNTAIN 

8200 PRESTON COURT, SUITE ONE 

JESSUP, MARYLAND 20794 



TELEPHONE: 800-394-1951 
FAX: 410-792-0776 



Jk iron mountain 

America^ Laigest Records Management Company 

February 16, 1999 
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Records Manager, Federal Bureau of Investigation 
Department of Justice 
J Edgar Hoover Building Rm 5342 
Washington, DC 20530 


Dean 


You are invited to attend a scheduled tour of Iron Mountain's Baltimore/Washington District Headquarters, 
located in Jessup, Maryland* During the months of March and April, Iron Mountain's largest district 
operation will be opening its doors to government agencies each Tuesday and Thursday to preview for you 
our hall line of records management products and services. 


From Iron Mountain's inventory workflow to our robust SafeKeeper Internet product. Department of 
Justice will be provided with an overview to evaluate effectively the options that using Iron Mountain holds 
for you now and in the future. 

From March 2 nd through April 27 th each Tuesday and Th ursday, scheduled to u rs will begin at 1 1 AM and 
2:30 PM, lasting for approximately two hours. Please cal| at extension 

IZ3 o reg ister for a tour time. To accommodate all requests, we encourage you to register at least 24 hours 
in advance f" fc an provide you with directions to the Jessup records center, as well. 


To conta ct me with questions or to obtain add itional information, you may call me at (410) 792-8971, 
extension j [ or e-mail me al | glIronMountain.com . 


Sincerely, 


Regional Sales Manager 


66F- HQ-CI Rcost-88 


j 


ELH/ksf 







• • 

4. How can I keep up to date about the disposition status of mv agency’s records in NARA storage ? 

The first thing to remember is that under 36 CFR 1228.50 your agency is required annually to review and, if 
necessary, update your records schedules. We encourage agencies to maintain their records schedules and 
transfer documentation and to use them as information resources in determining disposition status. You may 
use the following tools to check the disposition status of your agency’s records in NARA’s records center 
facilities: 
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a. Individual center reports . NARA’s records center facilities will provide upon request copies of the 
Accession Number Master List (01 Report), which shows a complete database listing of holdings from an 
agency in accession number order, and other useful reports such as the Disposal Authority Report (08 Report) 
which lists agency records in disposition authority order. In addition, you can request copies of Archivist- 
approved Requests for Records Disposition Authority (SFs 1 1 5) and Records Transmittal and Receipt Forms 
(SFs 135) from the NARA record center facility that stores your agency’s records. Contact the appropriate 
facility from the attached listing for further information about these reports and others which may be useful. 
Information regarding costs for copies is also available from each facility. 

b. Other specialized reports . For reports of system wide holdings or for reports in electronic form that can 
be customized, you should contact the Office of Regional Records Services (NR), National Archives at 
College Park, 8601 Adelphi Road, College Park, Md 20740-6001 (telephone number 301-713-7200). 


c. CIPS . Another excellent source for obtaining information on records stored in NARA’s records center 
facilities is the Centers Information Processing System (CIPS). CIPS, used by most Federal agencies to 
reference their records currently stored in NARA’s records center facilities, allows agencies to access the 01 
Report as well as certain kinds of historical information about records previously stored in these facilities. For 
information on accessing these reports in CIPS, you should consult the CIPS Manual: Interactive Reference 
Request Manual of July 28, 1998, or the Internet website <http://www.nara.gov/regional/cips.html>. 


5. How will NARA now send mv agency Notices of Intent to Destroy. NA Form 13001 ? 


a. In response to the Report recommendations, effective June 1, 1999, NARA will follow the policy of 
sending disposal notices by certified mail directly to your agency records officer or his/her designee(s). 
NARA's records center facilities will follow up with those agency officials from whom return receipts are 
not received within thirty days. 


b. If your agency records officer decides to designate another person or persons to receive the notices, the 
records officer must notify NARA in writing of the designee(s) by June 1, 1999. The records officer may 
instruct NARA to continue its current practice of sending disposal notices to the office which retired the 
records or to another office designated on the SF 135. For regional facilities, notify the appropriate 
Regional Administrator. For the National Personnel Records Center and/or the Washington National 
Records Center, notify the Director. Their addresses are provided in the attached Directory of NARA 
Records Center Facilities. 


6. Who can I contact for further information ? Please direct questions or comments regarding records stored at 
NARA records center facilities to the individual facility or the Office of Regional Records Services as listed 
on the attached Directory of NARA Records Center Facilities. 



/ /JOHN W. CARLIN 

Archivist of the United States 
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DIRECTORY OF NARA RECORDS CENTER FACILITIES 


Office of Regional Records Services 

Richard L. Claypoole, Assistant Archivist 

National Archives at College Park 

Room 3600 

8601 Adelphi Road 

College Park, Maryland 20740-6001 

Telephone: 301-713-7200 

Fax: 301-713-7205 



National Archives and Records Administration - Northeast Region 
Diane LeBlanc, Regional Administrator 
Frederick C. Murphy Federal Center 
380 Trapelo Road 

Waltham, Massachusetts 02452-6399 
Telephone : 781-647-8745 
Fax-. 781-647-8088 
E-mail: center@waltham.nara.gov 

NORTHEAST REGION FACILITIES: 

NARA’s Northeast Region (Boston) 

Frederick C. Murphy Federal Center 
380 Trapelo Road 

Waltham, Massachusetts 02452-6399 
Telephone: 781-647-8108 
Fax: 781-647-8112 
E-mail: center@waltham.nara.gov 

Area served: Connecticut, Maine, Massachusetts, New Hampshire, Rhode Island, 
Vermont 

NARA’s Northeast Region (Pittsfield) 

10 Conte Drive 

Pittsfield, Massachusetts 01201-8230 

Telephone: 413-445-6885 

Fax: 413-445-7305 

E-mail: archives@pittsfield.nara.gov 

Area served: Selected Federal agencies nationwide 
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National Archives and Records Administration - Mid Atlantic Region 

James Mouat, Regional Administrator 

14700 Townsend Road 

Philadelphia, Pennsylvania 19154-1096 

Telephone : 215-671-9027 

Fax: 215-671-8001 

E-mail: center@philfrc.nara.gov 

Area served: Delaware, Pennsylvania, and Federal courts in Delaware, Maryland, Pennsylvania, 
Virginia, and West Virginia 

National Archives and Records Administration - Southeast Region 

James J. McSweeney, Regional Administrator 

1557 St. Joseph Avenue 

East Point, Georgia 30344-2593 

Telephone: 404-763-7474 

Fax: 404-763-7059 

E-mail: center@atlanta.nara.gov 

Area served: Alabama, Florida, Georgia, Kentucky, Mississippi, North Carolina, South 
Carolina, Tennessee 

National Archives and Records Administration - Great Lakes Region 

David Kuehl, Regional Administrator 

7358 South Pulaski Road 

Chicago, Illinois 60629-5898 

Telephone: 773-581-7816 

Fax: 312-886-7883 

E-mail: center@chicago.nara.gov 

GREAT LAKES REGION FACILITIES: 

NARA’s Great Lakes Region (Chicago) 

7358 South Pulaski Road 
Chicago, Illinois 60629-5898 
Telephone: 773-581-7816 
Fax: 312-886-7883 
E-mail: center@chicago.nara.gov 

Area served: Illinois, Minnesota, and Wisconsin, and Federal courts in Illinois, Indiana, 
Michigan, Minnesota, Ohio, and Wisconsin. 


i 


NARA’s Great Lakes Region (Dayton) 
3150 Springboro Road 
Dayton, Ohio 45439-1883 
Telephone: 937-225-2852 
Fax: 937-225-7236 


E-mail: center@dayton.nara.gov 

Area served: Ohio, Indiana, and Michigan, except Federal courts in Ohio, Indiana, and 
Michigan 
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National Archives and Records Administration - Central Plains Region 

Reed Whitaker, Regional Administrator 

2312 East Bannister Road 

Kansas City, Missouri 64131-3011 

Telephone-. 816-926-6920 

Fax-. 816-926-6982 

E-mail: center@kansascity.nara.gov 


CENTRAL PLAINS REGION FACILITIES: 



NARA’s Central Plains Region (Kansas City) 

2312 East Bannister Road 

Kansas City, Missouri 64131-3011 

Telephone: 816-926-6920 

Fax: 816-926-6982 

E-mail: center@kansascity.nara.gov 

Area served: Iowa, Kansas, Missouri, Nebraska 

NARA’s Central Plains Region (Lee’s Summit) 

200 Space Center Drive 
Lee’s Summit, Missouri 64064-1182 
Telephone: 816-478-7089 
Fax: 816-478-7623 

E-mail: elaine ,christopher@kccave . nara. gov 

Area served: New Jersey, New York, Puerto Rico, the U.S. Virgin Islands, and for most 
of the Department of Veterans Affairs 


National Archives and Records Administration - Southwest Region 

Kent Carter, Regional Administrator 

501 West Felix Street, Building 1 

Fort Worth, Texas 76115-3405 

P. O. Box 6216 

Fort Worth, Texas 76115-0216 

Telephone: 817-334-5515 

Fax: 817-334-5621 

E-mail: center@ftworth.nara.gov 

Area served: Arkansas, Louisiana, Oklahoma, Texas 



National Archives and Records Administration - Rocky Mountain Region 

Robert Svenningsen, Regional Administrator 

Denver Federal Center, Building 48 

Denver, Colorado 80225 

P. O. Box 25307 

Denver, Colorado 80225-0307 

Telephone: 303-236-0801 

Fax: 303-236-9297 

E-mail: center@denver.nara.gov 

Area served: Colorado, Montana, New Mexico, North Dakota, South Dakota, Utah, Wyoming 
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National Archives and Records Administration - Pacific Region 

Sharon Roadway, Regional Administrator 

1000 Commodore Drive 

San Bruno, California 94066-2350 

Telephone: 650-876-9249 

Fax: 650-876-0920 

E-mail : sharon. roadway@sanbruno . nara . gov 

PACIFIC REGION FACILITIES: 

NARA’s Pacific Region (Laguna Niguel) 

24000 Avila Road 

1st Floor-East Entrance 

Laguna Niguel, California 92677-3497 

P.O. Box 6719 

Laguna Niguel, California 92607-6719 
Telephone: 949-360-2618 
Fax: 949-360-2624 
E-mail: center@laguna.nara.gov 

Area served: Arizona, southern California, and Clark County, Nevada 

NARA’s Pacific Region (San Francisco) 

1000 Commodore Drive 

San Bruno, California 94066-2350 

Telephone: 650-876-9015 

Fax: 650-876-0920 

E-mail: center@sanbruno.nara.gov 

Area served: Northern California, Nevada (except Clark County), and selected Federal 
agencies in Hawaii and the Pacific Ocean area 

National Archives and Records Administration - Pacific Alaska Region 

Steven Edwards, Regional Administrator 

6125 Sand Point Way NE 

Seattle, Washington 98115-7999 

Telephone: 206-526-6501 

Fax: 206-526-6545 

E-mail: center@seattle.nara.gov 

Area served: Idaho, Oregon, Washington, and selected Federal agencies in Alaska, Hawaii, and the 
Pacific Ocean area 
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National Archives & Records Administration - National Personnel Records Center 

David L. Petree, Director 

9700 Page Avenue 

St. Louis, Missouri 63132-5100 

Telephone-. 314-5384201 

Fax-. 314-538-4005 

E-mail: center@stlouis.nara.gov 

NATIONAL PERSONNEL RECORDS CENTER FACILITIES: 


NARA’s National Personnel Records Center (Civilian Personnel Records) 

111 Winnebago Street 

St. Louis, Missouri 63118-4199 

Telephone-. 314425-5722 

Fax: 314425-5719 

E-mail: center@cpr.nara.gov 


NARA’s National Personnel Records Center (Military Personnel Records) 

9700 Page Avenue 

St. Louis, Missouri 63132-5100 

Telephone: 314-5384247 

Fax: 314-5384005 

E-mail: center@stlouis.nara.gov 


National Archives and Records Administration - Washington National Records Center 

Ferris E. Stovel, Director 

4205 Suitland Road 

Suitland, Maryland 20746-8001 

Telephone: 301457-7000 

E-mail: center@suitland.nara.gov 

Fax:301-457-7117 

Area served: Washington, D.C., area, Maryland, Virginia, West Virginia, and armed forces worldwide, 
except records of the Federal courts of Maryland, Virginia, and West Virginia. 
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at College Park 

8601 Adelphi Road College Park, Maryland 20740-6001 


March 5, 1999 


1STWM 08.99 


MEMORANDUM TO AGENCY RECORDS OFFICERS: Bimonthly Records and 
Infonnation Discussion Group (BRIDG) January 26, 199? Meeting Summary. . 


There will be no Bimonthly Records and Information Discussion Group (BRIDG) 
meeting in March 1999. We will continue to keep you posted on the progress of other 
NARA initiatives as they develop and look forward to seeing you at the Records 
Administration Conference (RACO 99) on May 20, 1999. 

A summary of the January 26, 1999 BRIDG meeting is attached. The topic of this 
meeting was the Fast Track Guidance Development Project (FastTrack) currently being 
initiated by the National Archives and Records Administration (NARA). 

If you have additional electronic records questions, please submit the m via e-mail, with 

"FastTrack" in the subject line, to records.mgt@arch2.nara.gov, or call at 

301- 713-71 10, ext. We appreciate your input and feedback toward this initiative. 


MICHAEL L. MILLER 
Director 

Modem Records Programs 


66F- 




National Archives and Records Administration 






Bimonthly Records and Information Discussion Group (BRIDG) 

10:00 a.m. - 12:00p.m., January 26, 1999 
National Archives Building Theater, Washington, D.C. 

TOPIC: Fast Track 

Over 90 people attended the January 26, 1999 Bi-monthly Records Information Discussion 
Group (BRIDG) meeting held in the National Archives Theater in Washington, D.C. The 
discussion, led by Michael L. Miller, Director, Modem Records Programs, centered on Federal 
agencies’ needs for electronic records guidance and projects currently underway at the National 
Archives and Records Administration (NARA) to develop this guidance. 

Dr. Miller began the discussion with some introductory remarks on electronic records' issues. 

The topic of electronic records can include diverse categories from electronic commerce to 
electronic access. These categories have a significant implication for developing electronic 
records guidance and they command the attention of Chief Information Officers (CIOs) and 
agency leaders. The high level of attention, expanding improvements in information technology 
(IT), and incorporation of IT into agency work processes are combining to push the Federal 
government toward electronic recordkeeping. Therefore, the need for reliable, up-to-date 
electronic records information is rapidly increasing. 

NARA needs to ensure that such information is readily available. Much of NARA’ s previous 
electronic records guidance focused on database management and is either out of date or is under 
revision. As a first step to develop better electronic records guidance, NARA established the 
Electronic Records Work Group in 1998 to examine electronic records disposition issues. As a 
result of the recommendations contained in the Work Group’s final report, NARA has taken 
several actions. 

• First, NARA developed a draft bulletin with guidance on how to schedule electronic 

copies of records created on word processing and e-mail applications, especially those 
records formerly covered by GRS 20, items 13 and 14. The draft bulletin is currently 
under review' in OMB. _ _ 

• Second, NARA updated the entire GRS with authorities to dispose of the electronic 
copies covered by each particular schedule. The revised GRS, issued in December 1998 
with Transmittal Memo Number 8, also includes new language for all previously 
unspecified disposition instructions. 

• . Third, NARA has drafted a new GRS to cover routine, administrative IT records. The 

draft IT GRS is undergoing internal NARA review and should be out for comment by 
March 1999. 

• Finally, NARA has established a follow-on group to look at electronic records 
management issues. 



1 




The follow-on group is called the Fast Track Guidance Development Project (FastTrack). 
FastTrack will determine what products NARA can issue or develop regarding electronic records 
relatively quickly. While FastTrack will not solve all electronic records problems, it will provide 
an expedited method to address some of the problems. In a January 1999 press release, the 
Archivist of the United States stated that the FastTrack team will identify “best practices” 
currently available and provide information on electronic records issues that Federal managers 
can use now while work goes forward on developing more complete and longer-term solutions. 
Therefore, the FastTrack team will perform initial data collection to define what questions are 
suitable within the scope of the project. Other FastTrack products may include best practices, 
issue papers, models, how-to tools, or a compilation of frequently asked questions (FAQs). 

FastTrack will consist of NARA staff, Federal agency experts, and cons ultants working in 

partnersh ip. The NARA members are: [Project Manager), 

The agency members could not be announced at thisTJRlDG meeting because their 
participation had not been confirmed. As FastTrack makes progress identifying problems, 
selecting issues, and developing electronic records information, the NARA web page will be 
updated accordingly. Agencies who wish to follow the group’s progress closely should monitor 
the site at http://www.nara.gov/records. 

Other NARA actions taken with regard to electronic records are: 

1. Changes in NARA’s Life Cycle Management Division, which schedules and appraises 
all Federal records, including electronic records. The first change is a new team approach 
that allows archivists to pool their resources and expertise to advise agencies on 
electronic records appraisal issues. The second change is streamlining the approval 
procedures for scheduling records. 

2. A Business Processing Reengineering project scheduled for this year to review the 
way NARA interacts with agencies at the front-end of the lifecycle of records. 

3. Efforts to improve communications with agencies. NARA is developing a more user- 
friendly, high-content web site for records management programs. NARA is also 

— investigating additional methods for using technology to interact with the Federal records . 
management community. 

Once Dr. Miller concluded his remarks about electronic records guidance, the meeting was 
opened to questions from all participants. Questions were posed by attendees who either 
submitted questions beforehand, asked them during the meeting, or wrote them down on 3 X 5 
cards. Between these different methods, NARA received a number of excellent suggestions for 
areas needing guidance. 

A sample of the questions regarding electronic records issues includes: 

- What should agencies do with “native formats”? 

- Why did NARA include media specific disposition instructions? The message should 





be appraised, not the media. 

- When is e-mail a ‘non-record’? Will NARA issue guidance to help distinguish personal 

e-mail from organizational e-mail? . ; .. 

- When does NARA guidance stop and agency guidance begin? 

- Which Records Management Application (RMA) is the best? 

- Could NARA evaluate the top e-mail applications and issue a report on whether or not 
they meet records management needs? Many vendors are claiming their expanded 
packages meet these needs. 

- Why doesn’t NARA'drive the standards for creating records management applications 
by stating what requirements such a product should meet? Why doesn’t NARA work 
with OMB, DoJ, and GSA to establish such a standard for agencies to use? 

- At what point does a web page become a record? 

- Can NARA specify a date by which agencies must have full electronic records 
management capabilities? 

- Can NARA provide a list of records management vendors who are experts in the field? 

- Can NARA produce a baseline or minimum that agencies should be currently doing in 
electronic records management or that agency managers should be spending on electronic 
records management resources? 

- How will NARA bring the CIO Council into electronic records management issues? 


- Will NARA develop and support qualifications and standards for Federal Records 
Officers? Would NARA partner with the USDA Graduate School for such training? 


Dr. Miller addressed many of these questions at the BRIDG meeting. Ail questions were - 
recorded and sent to the FastTrack group. Please continue to submit any questions or concerns 
on electronic records guidance to NARA by sending an e-mail to records.mgt@arch2.nara.gov. 
Please use the subject line “FastTrack” in your e-mail messages. Y ou can also ph one in your 


questions by contacting 


at 301-713-7110, extension 


' b6 
b7C 


These miftutes will be posted to the NARA Records Management web site at 
<http://www.nara.gov/records>. 


3 



MEMORANDUM TO AGENCY RECORDS OFFICERS: NARA Bulletin 99-03, Changes 
in the disposition procedures at NARA’s records center facilities 


Enclosed please find a copy of NARA Bulletin 99-03, which outlines changes in procedures 
at NARA records center storage facilities that have been implemented in response to 
NARA’s report of April 24, 1998, titled Inquiry into the Disposal of the Naval Research 
Laboratory. 

This bulletin notifies you of changes in the handling of Notices of Intent to Destroy, NA 
Form 13001, which will be sent to you, or your designee, via certified mail requesting a 
return receipt. NARA will follow up on receipts that are not returned. If you wish to have 
the NA Form 13001 sent to someone other than yourself, you must notify us by June 1, 
1999. Please see paragraph 5b of the bulletin for details. 

The bulletin also reviews the new procedures when NARA records centers must re-code 
formerly permanent or unscheduled records as temporary because of changes in disposition 
authority. Please note that written concurrence from you, or your designee, is now required. 
To keep up to date about the disposition status of your records, the bulletin encourages the 
use of CIPS, includes a list of individual center reports, and refers to other customized 
reports that may be available. 

If you have questions or need assistance regarding records stored at NARA records center 
facilities, please direct questions to the individual facility or the Office of Regional Records 
Services as listed on the Directory of NARA Records Center Facilities. A current Directory 
of NARA Records Center Facilities is attached as part of NARA Bulletin 99-03. A copy of 
this Directory is also posted on the NARA records management web site at 
<http://www.nara.gov/records/>. 


°l I 


Enclosures 


We appreciate your cooperation in this matter. 


MICHAEL L. MILLER 
Director 

Modem Records Programs 


National Archives and Records Administration 





4. How can ? keep up to date about the disposition status of my agency’s records in NARA storage ? 


The first thing to remember is that under 36 CFR 1228.50 your agency is required annually to review and, if 
necessaiy, update your records schedules. We encourage agencies to maintain their records schedules and 
transfer documentation and to use them as information resources in determining disposition status. You may 
use the following tools to check the disposition status of your agency’s records in NARA’s records center 
facilities: 

a. Individual center reports . NARA’s records center facilities will provide upon request copies of the 
Accession Number Master List (01 Report), which shows a complete database listing of holdings from an 
agency in accession number order, and other useful reports such as the Disposal Authority Report (08 Report) 
which lists agency records in disposition authority order. In addition, you can request copies of Archivist- 
approved Requests for Records Disposition Authority (SFs 115) and Records Transmittal and Receipt Forms 
(SFs 135) from the NARA record center facility that stores your agency’s records. Contact the appropriate 
facility from the attached listing for further information about these reports and others which may be useful. 
Information regarding costs for copies is also available from each facility. 

b. Other specialized reports . For reports of system wide holdings or for reports in electronic form that can 
be customized, you should contact the Office of Regional Records Services (NR), National Archives at 
College Park, 8601 Adelphi Road, College Park, Md 20740-6001 (telephone number 301-713-7200). 

c. CIPS . Another excellent source for obtaining information on records stored in NARA’s records center 
facilities is the Centers Information Processing System (CIPS). CIPS, used by most Federal agencies to 
reference their records currently stored in NARA’s records center facilities, allows agencies to access the 01 
Report as well as certain kinds of historical information about records previously stored in these facilities. For 
information on accessing these reports in CIPS, you should consult the CIPS Manual: Interactive Reference 
Request Manual of July 28, 1998, or the Internet website <http://www.nara.gov/regional/cips.htmI>. 

5. How will NARA now send mv agency Notices of Intent to Destroy. NA Form 1 300 1 ? 

a. In response to the Report recommendations, effective June 1, 1999, NARA will follow the policy of 
sending disposal notices by certified mail directly to your agency records officer or his/her designee(s). 
NARA's records center facilities will follow up with those agency officials from whom return receipts are 
not received within thirty days. 

b. If your agency records officer decides to designate another person or persons to receive the notices, the 
records officer must notify NARA in writing of the designee(s) by June 1, 1999. The records officer may 
instruct NARA to continue its current practice of sending disposal notices to the office which retired the 
records or to another office designated on the SF 135. For regional facilities, notify the appropriate 
Regional Administrator. For the National Personnel Records Center and/or the Washington National 
Records Center, notify the Director. Their addresses are provided in the attached Directory of NARA 
Records Center Facilities. 

6. Who can I contact for further information ? Please direct questions or comments regarding records stored at 
NARA records center facilities to the individual facility or the Office of Regional Records Services as listed 
on the attached Directory of NARA Records Center Facilities. 



JOHN W. CARLIN 
Archivist of the United States 
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DIRECTORY OF NARA RECORDS CENTER FACILITIES 


Office of Regional Records Services 

Richard L. Claypoole, Assistant Archivist 

National Archives at College Park 

Room 3600 

8601 Adelphi Road 

College Park, Maryland 20740-6001 

Telephone: 301-713-7200 

Fax: 301-713-7205 

National Archives and Records Administration - Northeast Region 
Diane LeBlanc, Regional Administrator 
Frederick C. Murphy Federal Center 
380 Trapelo Road 

Waltham, Massachusetts 02452-6399 
Telephone: 781-647-8745 
Fax: 781-647-8088 
E-mail: center@waltham.nara.gov 

NORTHEAST REGION FACILITIES: 

NARA’s Northeast Region (Boston) 

Frederick C. Murphy Federal Center 
380 Trapelo Road 

Waltham, Massachusetts 02452-6399 
Telephone: 781-647-8108 
Fax: 781-647-8112 
E-mail: center@waltham.nara.gov 

Area served: Connecticut, Maine, Massachusetts, New Hampshire, Rhode Island, 
Vermont 

NARA’s Northeast Region (Pittsfield) 

10 Conte Drive 

Pittsfield, Massachusetts 01201-8230 

Telephone: 413-445-6885 

Fax: 413-445-7305 

E-mail: archives@pittsfield.nara.gov 

Area served: Selected Federal agencies nationwide 
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National Archives and Records Administration - Mid Atlantic Region 

James Mouat, Regional Administrator 

14700 Townsend Road 

Philadelphia, Pennsylvania 19154-1096 

Telephone: 215-671-9027 

Fax: 215-671-8001 

E-mail: center@philfrc.nara.gov 

Area served: Delaware, Pennsylvania, and Federal courts in Delaware, Maryland, Pennsylvania, 
Virginia, and West Virginia 

National Archives and Records Administration - Southeast Region 

James J. McSweeney, Regional Administrator 

1557 St. Joseph Avenue 

East Point, Georgia 30344-2593 

Telephone: 404-763-7474 

Fax: 404-763-7059 

E-mail: center@atlanta.nara.gov 

Area served: Alabama, Florida, Georgia, Kentucky, Mississippi, North Carolina, South 
Carolina, Tennessee 

National Archives and Records Administration - Great Lakes Region 

David Kuehl, Regional Administrator 

7358 South Pulaski Road 

Chicago, Illinois 60629-5898 

Telephone: 773-581-7816 

Fax: 312-886-7883 

E-mail: center@chicago.nara.gov 

GREAT LAKES REGION FACILITIES: 

NARA’s Great Lakes Region (Chicago) 

7358 South Pulaski Road 
Chicago, Illinois 60629-5898 
Telephone: 773-581-7816 
Fax: 312-886-7883 
E-mail: center@chicago.nara.gov 

Area served: Illinois, Minnesota, and Wisconsin, and Federal courts in Illinois, Indiana, 
Michigan, Minnesota, Ohio, and Wisconsin. 


NARA’s Great Lakes Region (Dayton) 

3150 Springboro Road 
Dayton, Ohio 45439-1883 
Telephone: 937-225-2852 
Fax: 937-225-7236 
E-mail: center@dayton.nara.gov 

Area served: Ohio, Indiana, and Michigan, except Federal courts in Ohio, Indiana, and 
Michigan 
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National Archives and Records Administration - Central Plains Region 

Reed Whitaker, Regional Administrator 

2312 East Bannister Road 

Kansas City, Missouri 64131-3011 

Telephone : 816-926-6920 

Fax : 816-926-6982 

E-mail: center @kansascity . nara . gov 

CENTRAL PLAINS REGION FACILITIES: 

NARA’s Central Plains Region (Kansas City) 

2312 East Bannister Road 

Kansas City, Missouri 64131-3011 

Telephone: 816-926-6920 

Fax: 816-926-6982 

E-mail: center@kansascity.nara.gov 

Area served: Iowa, Kansas, Missouri, Nebraska 

NARA’s Central Plains Region (Lee’s Summit) 

200 Space Center Drive 
Lee’s Summit, Missouri 64064-1182 
Telephone: 816-478-7089 
Fax: 816-478-7623 

E-mail: elaine.christopher@kccave.nara.gov 

Area served : New Jersey, New York, Puerto Rico, the U.S. Virgin, Islands, and for most 

of the Department of Veterans Affairs" “ ~ — --- 

National Archives and Records Administration - Southwest Region 

Kent Carter, Regional Administrator 

501 West Felix Street, Building 1 

Fort Worth, Texas 76115-3405 

P. O. Box 6216 

Fort Worth, Texas 76115-0216 

Telephone: 817-334-5515 

Fax: 817-334-5621 

E-mail : center@ftworth.nara.gov 

Area served: Arkansas, Louisiana, Oklahoma, Texas 

National Archives and Records Administration - Rocky Mountain Region 

Robert Svenningsen, Regional Administrator 

Denver Federal Center, Building 48 

Denver, Colorado 80225 

P. O. Box 25307 

Denver, Colorado 80225-0307 

Telephone: 303-236-0801 

Fax: 303-236-9297 

E-mail: center@denver.nara.gov 

Area served: Colorado, Montana, New Mexico, North Dakota, South Dakota, Utah, Wyoming 
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National Archives and Records Administration - Pacific Region 

Sharon Roadway, Regional Administrator 

1000 Commodore Drive 

San Bruno, California 94066-2350 

Telephone : 650-876-9249 

Fax: 650-876-0920 

E-mail : sharon . road way @sanbruno . nara . gov 

PACIFIC REGION FACILITIES: 

NARA’s Pacific Region (Laguna Niguel) 

24000 Avila Road 

1st Floor-East Entrance 

Laguna Niguel, California 92677-3497 

P.O. Box 6719 

Laguna Niguel, California 92607-6719 
Telephone: 949-360-2618 
Fax: 949-360-2624 
E-mail: center@laguna.nara.gov 

Area served: Arizona, southern California, and Clark County, Nevada 

NARA’s Pacific Region (San Francisco) 

1000 Commodore Drive 

San Bruno, California 94066-2350 

Telephone: 650-876-9015 

Fax: 650-876-0920 

E-mail: center@sanbruno.nara.gov 

Area served: Northern California, Nevada (except Clark County), and selected Federal 
agencies in Hawaii and the Pacific Ocean area 

National Archives and Records Administration - Pacific Alaska Region 

Steven Edwards, Regional Administrator 

6125 Sand Point Way NE 

Seattle, Washington 98115-7999 

Telephone: 206-526-6501 

Fax: 206-526-6545 

E-mail: center@seattle.nara.gov 

Area served: Idaho, Oregon, Washington, and selected Federal agencies in Alaska, Hawaii, and the 
Pacific Ocean area 
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National Archives & Records Administration - National Personnel Records Center 

David L. Petree, Director 

9700 Page Avenue 

St. Louis, Missouri 63132-5100 

Telephone : 314-538-4201 

Fax : 314-538-4005 

E-mail : center@stlouis.nara.gov 

NATIONAL PERSONNEL RECORDS CENTER FACILITIES: 

NARA’s National Personnel Records Center (Civilian Personnel Records) 

111 Winnebago Street 

St. Louis, Missouri 63118-4199 

Telephone-. 314-425-5722 

Fax: 314-425-5719 

E-mail : center@cpr.nara.gov 

NARA’s National Personnel Records Center (Military Personnel Records) 

9700 Page Avenue 

St. Louis, Missouri 63132-5100 

Telephone: 314-538-4247 

Fax: 314-538-4005 

E-mail: center@stlouis.nara.gov 

National Archives and Records Administration - Washington National Records Center 

Ferris ErStovel7DirectoT ~ " ~ . — 

4205 Suitland Road 
Suitland, Maryland 20746-8001 
Telephone: 301-457-7000 
E-mail: center@suitland.nara.gov 
Fax: 301-457-7117 

Area served: Washington, D.C., area, Maryland, Virginia, West Virginia, and armed forces worldwide, 
except records of the Federal courts of Maryland, Virginia, and West Virginia. 
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U.S. Department of Justice 


Federal Bureau of Investigation 


Washington, D. C. 20535 

April 26, 1999 


Mr. John E. Harris 
Director 

Office of International Affairs' 
Criminal Division 

United States Department of Justice 
Washington, D. C. 20530 


Dear Mr. Harris: 


, Reference is made to your letter dated January 13, 

1999, to| | Unit Chief, International . 

Relations Unit II, Federal Bureau of Investigation (FBI), 
requesting certification of a document obtained from the 
government of Argentina. 

As the Section Chief of the Information Management 
Section, Information Resources Division, FBI Headquarters (HQ) , 
Washington, DC., I serve as the FBI's Records Policy Officer and 
have a full and. complete knowledge of all records contained in 
the Central Records System at FBIHQ. 

As Records Policy Officer, I have reviewed the record 
copy of the material furnished with your referenced- letter and 
have compared these records with the material previously released 
under the provisions of Title 5, United States Code, Sections 552 
and 552a, more commonly referred to as the Freedom of 
Informat ion- Privacy Acts (FOIPA) . 

Please be advised that as a result of my review, I have 
determined that the enclosed document, with the FOIPA redactions. 


Enclosure 


-1 - IRD Front Office, Room 5829 
J. - Mr . Weaver . Room 9998 
-1 -| | Room 10475 

JL -f I Room 10475 


(Js)£ 




1 ^ 00 ^ 



« 


Mr. John Harris 
Criminal Division 






can be certified as a true copy of that material previously 
released . 


If you need any further assistance , please do not 
hesitate to contact me at telephone number (202) 324-2307. 


Sincerely, 


Dennis R. Weaver 
Section Chief 

Information Management Section 
Information Resources Division 
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FOREIGN POLITICAL MATTERS - ARGENTINA! IS - ARGENTINA; 
FOREIGN POLITICAL MATTERS - CHILE! IS - CHILE. 

ON SEPTEMBER 28, ]976 , A CONFIDENTIAL SOURCE ABRO 
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PROVIDED, 

,ME T*** Io5-3on?>.q5 , 

^OPERATION CONDOR" IS THE CODE NAME THE COLLECTION ^ ^ \ 

EXCHANGE AN) STORAGE OF INTELL IGENC^W A CON CERNING 
"LEFTISTS, " COMMUNISTS AN) MARXISTS, WHICH WAS 
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CENTLY ESTABLISHED » 

BETWEEN COOPERATING INTELL 1GENCE SERVICES IN SOUTH AMERICA .IN ORDER 


TO ELIMINATE MARXIST TERRORIST ACTIVITIES IN THE AREA. JM ADDITION, 
"OPERATION CONDOR" PROVIDES FOR JOINT OPERATIONS AGAINST TERRORIST 
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AGE TWO BUE 109-2 409-9 SE|^T 

TARGETS IN MEMBER COUNTRIES OF "OPERATION jpONDOR." CHILE IS THE 
CENTER FOR "OPERATION 00 NDOR" AND IN ADDITION TO CHILE ITS MEMBERS 
INCLUDE ARGENTINA, BOLIVIA, PARAGUAY, A® tflUGUAY. BRAZIL ALSO v 
HAS TENTATIVELY AGREED TO SUPPLY INTELLIGENCE INPUT FOR "OPERATION 
BDIOOR." MEMBERS OF "0 PER AT ION CONDOR" SHOWING THE MOST ENTHUSIASM 
TO DATE HAVE BEEN ARGENTINA, URUGUAY A® CHILE. THE LATTER THREE ‘ 
COUNTRIES HAVE ENGAGED IN JOINT OPERATIONS, PRIMARILY IN ARGENTINA, 
AGAINST THE TERRORIST TARGET. DURING THE WEEK OF SEPTEMBER £0, 



BPtlTH RESPECT TO "OPERAT ION CONDOR." tjf 

f THIRD AND MOST SECRET PHASE OF -OPERATION CONDOR" INVOLVES 
THE FORMAT ION OF SPECIAL TEAMS FROM MEMBER COUNTRIES WHO ARE TO 
TRAVEL ANYWHERE IN THE WORLD TO NON-MEMBER COUNTRIES TO CARRY OUT 
SANCTIONS UP TO ASSASSINAT ION AGAINST TERRORISTS OR SUPPORTERS 
OF TERRORIST ORGANIZATIONS FROM "OPERATION CONDOR" MEMBER COUNTRIES. 
RDR EXAMPLE, SHOULD A TERRORIST OR A SUPPORTER OF A TERRORIST 
ORGANIZATION FROM A MEMBER COUNTRY OF "OPERATION CONDOR* BE LOCATED 
a EUROPEAN COUNTRY, A SPECIAL TEAM FROM’OPERATION CONDOR"^ 



fftGE THREE : BUE I®- 2 S(|^ET 

WOULD BE DISPATCHED TO LOCATE A® SIR VEIL THE TARGET. THE 

LOCATION A® SURVEILLANCE OPERAT ION HAS TERMINATED, A SECOND _ 
TEAM FROM "OPERAT ION CO® OR" WOULD BE DISPATCHED TO CARRY OUT 
THE ACTUAL SANCTION AGAINST THE T AR6 ET • 'SPECIAL TEAMS WOU.D BE 
ISSUED FALSE DOC WENT AT ION FROM MEMBER COUNTRIES OF "OPERATION 
CD® OR" A® MAY BE COMPOSED EXCLUSIVELY OF I®IVIDUALS FROM ONE 
MEMBER NATION OF •OPERATION CO® OR* * OR MAY BE COMPOSED y'.-r. 

OF A MIXED BROUP FROM VARIOUS "OPERAT ID N CO»OR" MEMBER NATIONS. 
TWO EUROPEAN COUNTRIES, SPECIFICALLY MENT 10 NED FOR POSSIBLE 
.OPERATIONS U®ER THE THIRD PHASE OF "OPERATION CO® OR" WERE > 

“ FRA ®E A® PORTUGAL. If 1 - 

A SPECIAL TEAM HAS BEEN ORGANIZED 


WHICH 

PREPARED TOR POSSIBLE FlfflRE A Cl ION U®ER THE THIRD PHASE l)F 

* OPERATION CO»OR." M 1 = 



I - XT SHOULD BE NOTED THAT ID INPORMaT IDN HAS BEEH DEVELOPED 
7 INDICATING THAT SANCTIONS UWER THE THIRD PHASE OF "OPERATION ‘ 

J CONDOR" HAVE BEEN PLANNED TO BE CARRIED OUT IN THE UNITED 
{. STATES; HOWEVER, IT IS NOT BEYD® THE REALM OF POSSIBILITY THAT 
| THE RECENT ASSASSINATION OF 0RLA®0 LETELIER IN NaSHINGTON , ^ 
f D, c* MAY HAVE BEEN CARRIED OUT as a THIRD PHASE ACTION OF •'y'.c*' 

I " OPERAT ION COIDOR." as NOTED ABOVE, INFORMATION AVAILABLE 
I TO THE SOURCE INDICATES THAT PARTICILaR EMPHASIS NAS HACED 'ON 
| ^IHE THIRD PHASE ACTIONS OF "OPERATION COIDOR" IN EltfOPE, SPECIFICAU.Y , 
IRANCE A® PpRTUGAL. THIS OFFICE NlLL REMAIN ALERT fOR ANY 
l ; INFORMATION I® I CAT ING THAT THE aSSaSSINaT IDN OF LETELIER * At BE ; 

»RT OF "OPERATION CO»OR" ACTION, 

r BT .. ; 
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182 — 10940 (Please repeat this number when responding) 
MI1AR 
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Unit Chief 

International Relations Unit II 
Federal Bureau of Investigation 
935 Pennsylvania Avenue, N.W. — Room 7458 
Washington, D.C. 20535 

Re: Request from Argentina for Assistance in the 

Matter of and Others 


Dear 


Enclosed is a request from Argentina for assistance pursuant 
to the Treaty on Mutual Legal Assistance. In accordance with 
Article 5 of the treaty, your office is hereby designated to 
render the assistance requested for the reasons explained below. 

The request seeks assistance in the investigation of an 
Argentine government conspiracy believed to have existed in 
Argentina between 1976 and 1983 during the “National 
Reorganization Process." As part of the conspiracy, children 
who were born to mothers held clandestinely by the Argentine 
military authorities in government detention centers or military 
hospitals were systematically kidnaped, concealed or otherwise 
removed from their mothers. 

The request implies a connection between the conspiracy 
under investigation and "Operation Condor," an alleged 
affiliation of South American secret police organizations during 
the same period. The request asks for two things in connection 
with Operation Condor. 

First, it requests a certified copy of the document attached 
hereto (see envelop), which on its face purports to be a 
declassified FBI cable that describes Operation Condor. I am 
sending this cable to you for two reasons: (1) to obtain, if 
possible, a certified copy of the document if it exists in FBI 
records so that I can execute this portion of the request; and 
(2) to alert you that Argentine authorities somehow have obtained 
this FBI internal document. 1 



t 




Second, the request asks for “any other documents related to 
the so-called 'Operation Condor' . . . specifically in connection 
with the kidnapping of families and their small children and/or 
children born while their parents were in captivity which may 
have taken place during the de facto government called the 
'National Reorganization Process.'" Because the attached 
document indicates that the FBI may have records on Operation 
Condor, and because the FBI currently is conducting a document 
review in connection with Spain's request for assistance in its 
prosecution of former Chilean General Augusto Pinochet2 and 
others, which documents may be related to Operation Condor, I ask 
that you coordinate with the appropriate units within the FBI to 
determine (1) whether records exist on Operation Condor that 
might be responsive to the Argentine request in this matter, and 
(2) if so, whether these records may be produced as certified 
copies, and a rough timetable for when such a production would be 
possible. 

If it is not possible for the FBI to execute this request, 
please advise me of that fact in writing and provide as much 
explanation as may be possible to convey to the Argentine 
authorities. 


Both the Office of International Affairs and the law 
enforcement authorities in Argentina appreciate your assistance 


in this international criminal matter. 

Please contanL_me_hi£ 

e-mail, by telephone ad 


| or by fax atj 


if you have any questions. 




John E . 

Harris 



Director 

Office of International Affairs 

By: 

Michael J. Burke 
Trial Attorney 
P.0. Box 27330 

Washington, D.C. 20038-7330 

Enclosure: 
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Treaty Request and attachment 
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MEMORANDUM TO AGENCY RECORDS OFFICERS: Publication of proposed rules on 
agency records centers and storage of Federal records in the Federal Register 

NARA published two proposed rules in Part VII of the April 30, 1999, Federal Register relating 
to the storage of Federal records. Enclosed is a paper copy of Part VII. The proposed rules may 
also be found at the NARA web site (http://www.nara.gov/nara/pubcom.html) in HTML format 
and at the Federal Register Online via GPO Access 

(http://www.access.gpo.gov/su_docs/aces/acesl40.html) in plain text or PDF format. 

The Agency Records Centers proposed rule would Update the standards that records center 
storage facilities must meet to store Federal records. The proposed regulation would apply to all 
agencies, including NARA, that establish and operate records centers, and to agencies that 
contract for the services of commercial records storage facilities. The Storage of Federal 
Records proposed rule would amend NARA's records management regulations governing records 
creation, maintenance, and disposition to update provisions relating to the storage of Federal 
records. Current regulations focus on the use of NARA records centers for off-site storage. The 
proposed regulation would reflect what Federal agencies must do to manage their records 
wherever they are stored. 

We encourage Federal agencies to review these proposed regulations carefully and submit 
comments by the June 29, 1999, public comment deadline. 

We will have a presentation on these proposed rules at the next Records Administration 
Conference (RACO) on May 20. Information about the conference is available at 
<httD://www.nara.gov/records/in dex.html>. If vou n e ed additional inf ormation about registerin g 
for the conference, please contact! on extension 


If you have que stions about th e proposed regulations, please contac 
7630, extension! 1 



on 301-713- 


MARIE ALLEN 
Director 

Life Cycle Management Division 
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Enclosure 


National Archives and Records Administration 



Friday 

April 30, 1999 



Part VII 

National Archives 
and Records 
Administration 

36 CFR Parts 1220, 1222, and 1228 
Agency Records Centers; Proposed Rules 
Storage of Federal Records; Proposed 
Rule 



NATIONAL ARCHIVES AND RECORDS 
ADMINISTRATION 

36 CFR Part 1228 
R!N 3095-AA81 

Agency Records Centers 

AGENCY: National Archives and Records 
Administration (NARA). 
action: Proposed rule. 

SUMMARY: NARA proposes to issue 
revised regulations updating the 
standards that records center storage 
facilities must meet to store Federal 
re-cords. Since the regulations were last 
updated in 1982, there have been a 
number of advances in sprinkler 
systems and other general facility 
standards that significantly improve the 
environment and general safeguards for 
Federal records. This proposed rule also 
reflects updated information on certain 
measures that may prevent fire and 
water damage to records. NARA also 
recognizes the authority of agencies to 
contract with private entities for the 
storage of Federal records. NARA 
provides agencies with standards, 
procedures and guidelines for the use of 
such commercial records storage 
facilities. The regulation will apply to 
all agencies, including NARA. that 
establish arid operate records centers, 
and to agencies that contract for the 
services of commercial records storage 
facilities. 

dates: Comments must be received by 
June 29, 1999. 

AD dresses: Comments must be sent to 
Regulation Comment Desk (NPOL), 
National Archives and Records 
Administration, 8601 Adelphi Road, 
College Park, MD 20740-6001. 
Comments may be faxed to 301-713- 
7270. 

FOR FURTHER INFORMATION CONTACT: 
Nancy Allard at (301) 713-7360, ext. 
226. 

SUPPLEMENTARY INFORMATION: Based 
upon advancements in technical 
knowledge and experience gained over 
the past two decades. NARA believes it 
is time to update die standards for die 
storage of Federal records in the legal 
custody of Federal agencies. For the first 
time, NARA’s storage standards will he 
extended to cover NARA's records 
centers and commercial records storage 
facilities used by Federal agencies, as 
well as the currendy covered centers 
operated and maintained by other 
Federal agencies. Regardless of where 
they are stored, it is the responsibility 
of each agency to ensure that records in 
their legal custody are stored in 
appropriate space. Agencies must 


ensure that any records storage facility' 
they use meets diese updated standards. 
Agencies must obtain NARA’s approval 
before establishing an agency records 
center or using an agency records center 
operated by another agency, and must 
provide to NARA documentation of 
compliance with the standards before 
transferring any agency records to a 
commercial records storage facility. 

Federal records provide essential 
documentation of the Federal 
Government’s policies and transactions 
and protect rights of individuals. These 
records must be stored in appropriate 
space to ensure that diey remain 
available for dieir scheduled life. The 
proposed facility standards specify the 
required storage conditions when an 
agency's records are no Longer 
maintained in agency office space. 
These proposed standards, which apply 
to records still in die legal custody of 
the agency, ensure that permanent 
records will be stored under 
environmental conditions equal to the 
office environmental conditions in 
which diey were created. 

The proposed basic facility standards 
outlined in § 1 228.228 will apply to 
existing NARA and agency records 
centers and to commercial records 
storage facilities that are currently 
storing records. Any new NARA records 
center, any new agency-operated 
records center, and any new commercial 
records storage facility must also meet 
the standards for new facilities in these 
regulations. 

All records storage facilities must 
meet the proposed fire-safety 
requirements in § 1228.230 when the 
rule becomes effective to protect against 
the loss of essential government 
evidence. We recognize that it may not 
be feasible to implement certain other 
provisions in existing facilities that met 
the standards in effect before this 
proposed change. Existing facilities 
must comply with requirements that 
minimize the risk of water damage to 
records from roof leaks or broken pipes 
within 10 years. Existing facilities that 
store permanent records prior to their 
transfer to the National Archives of the 
United States, unscheduled records, or 
sample/select records must meet the 
proposed environmental control 
standards within 10 years. 

Because we believe that all newly 
acquired records storage space for 
Federal records should provide 
appropriate environmental controls and 
the best possible protection against 
records disasters, we are requiring that 
all new facilities that are used to store 
Federal records after die effective date 
meet certain higher or additional 
standards that reflect current knowledge 


on protecting records from damage. For 
example, in proposed §§ 1228.230(b) 
and (e), we are proposing different fire 
protection specifications for walls and 
roofs that refect experience over the 
past 15 years with fire suppression in 
records storage facilities. Professionally 
designed fire suppression systems 
function as designed in over 97 percent 
of all actual fires. However, in a small 
number of cases, either when the system 
has been deactivated, or the fire source 
far exceeded the design characteristics 
(r.g., arson with large quantities of 
gasoline), the suppression system may, 
fail to contain the fire, resulting in a fire 
involving a full storage module. Since 
the contents of a 250,000 cubic foot 
module can burn at furnace heat for a 
day or more, venting a module that is 
totally involved in fire is necessary to 
prevent the spread of the fire to adjacent 
storage modules. Venting a fire which 
has involved an entire records storage 
module to the outside through an entire 
wall or roof relieves the heat and allows 
application of vast quantities of water 
directly to tile fire, and allow firefighters 
to enter adjacent (protected) areas of the 
building to cool doors protecting wall 
openings with hose streams. Venting 
vast quantities of heat to the atmosphere 
and cooling with hose streams can 
enable a four hour fire wall to endure 
a fire that rages for many hours. For this 
reason, we require that new records 
storage facilities have one exterior wall 
of each stack area and the roof designed 
with a maximum fire rating of one-hour. 
The actual timing of wall or roof failure 
will depend on the specific fire 
characteristics: a one -hour wall may fail 
in 30 minutes in an extreme fire, or last 
several hours in a less extreme fire. 
However, it will fail substantially earlier 
than a four-hour wall, providing earlier 
venting and hose stream access. As the 
exterior walls and roofs play a 
significant role in protecting the 
contents from incursion of an exterior 
fire, we require, for new construction, 
walls and roofs rated at least 30-minutes 
but not more than one-hour. 

NARA has developed the fire-related 
safety requirements in this proposed 
rule with the assistance of recognized 
experts in the field of fire suppression. 
These new performance-based standards 
for fire-suppression (sprinkler) systems 
limit the loss of records to a maximum 
of 3Q0 cubic feet per incident. The 
standard has been set to reflect what 
current sprinkler technology can 
guarantee. The application of these 
performance-based standards offers 
significant protection for Federal 
records that are housed in records 
storage facilities. Our previously 
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established fire safety standards in 
Subpart K simply described the then- 
existing NARA-developed sprinkler Fire 
suppression systems. The proposed rule 
describes a fire-suppression system that 
meets the new performance-based 
standard but allows the use of other 
systems if performance tests show they 
meet the new standard. See § 1228.232 
which outlines the steps needed to 
certify a fire-safety detection and 
suppression system and § 1228.234 
which outlines NARA’s certified 
system. 

Several new requirements reflect 
government-wide requirements imposed 
since the regulations were last updated 
in 1982. The building security 
requirements are those established by 
the Department of Justice for Level III 
Federal facilities. Seismic safety 
provisions are required by Executive 
orders and an integrated pest 
management program is mandated for 
Federal agencies by the Food Protection 
Act of 1996. 

The proposed revision to subpart K 
also modifies the procedures for 
requesting KARA approval to establish 
or relocate an agency records center. 

The proposed procedures remove the 
requirement for agency justification of 
its choice of storage facility and provide 
that NARA will deny requests only if 
KARA determines that the proposed 
agency records center does not 
demonstrate full compliance with the 
standards in this subpart. No NARA 
approval is required for an agency to 
contract with a commercial records 
storage facility, but agencies must 
ensure that any such facility selected 
complies with NARA’s requirements for 
the storage of Federal records. If an 
agency contracts with a commercial 
records storage facility, the agency must 
certify to NARA that the facility 
complies 1 with Subpart K. 

In a separate proposed rule published 
elsewhere in this separate part of the 
Federal Register, NARA is proposing to 
establish new definitions for "records 
center," "commercial records storage 
facility," and "records storage facility" 
that are referenced in this proposed 
rule. For the convenience of reviewers 
of this proposed rule, terms used in this 
regulation that are defined (or proposed 
for definition) elsewhere in NARA 
regulations are restated here: 

Records storage facility is a facility 
used by a Federal agency to store 
Federal records, whether that facility is 
operated and maintained by the agency, 
by NARA, by another Federal agency, or 
by a private commercial entity, 
[proposed definition] 

Commercial records storage facility is 
a private sector commercial facility, -that 


offers records storage, retrieval,- and 
disposition services, (proposed 
definition] 

Records center is defined in 44 U.S.C. 
290 1 (C) as an establishment maintained 
and operated by the Archivist or by 
another Federal agency primarily for the 
storage, servicing, security, and 
processing of records which need to be 
preserved for varying periods of. time 
and need not be retained in office 
equipment or space, [proposed 
definition] 

Permanent record means any Federal 
record dine ha s been determined by 
NARA to .have sufficient value to 
warrant its preservation in die National 
Archives of the United States. 
Permanent records include all records 
accessioned by NARA into the National 
Archives of the United States and later 
increments of the same records, and 
those for which the disposition is 
permanent on SF 1 15s, Request for 
Records Disposition Authority, 
approved by NARA on or after May 14, 
1973. (proposed definition] 

Unscheduled records are records the 
final disposition of which has not been 
approved by NARA. Unscheduled 
records are those that have not been 
included on a Standard Form 115, 
Request for Records Disposition 
Authority, approved by NARA; those 
described but not authorized for 
disposal on an SF 115 approved prior to 
May 14, 1973; and those described on 
an SF 1 15 but not approved by NARA 
(withdrawn, canceled, or disapproved). 
(3CCFR 1220.14] 

This rule is a significant regulatory 
action for the purposes of Executive 
Order 1286G, and has been reviewed by 
OMB. As required by the Regulatory 
Flexibility Act, we certify that this 
proposed rule will not have a significant 
impact on small entities. 

List of Subjects in 36 CFR Part 1228 

Archives and records. 

For tlie reasons set forth in the 
preamble, NARA proposes to amend 
part 1228 of title 36, Code of Federal 
Regulations, as follows: 

PART 1228— DISPOSITION OF 
FEDERAL RECORDS 

1. The authority citation for part 1228 
continues to rend as follows: 

Authority: 44 U.S.C. chs. 21, 29, and 33. 

2. Revise subpart K to read as follows: 

Subpart K— Facility Standards for Records 
Storage Facilities 

Sec. 

General 

1228.220 What authority applies to this 
sub part? 


1223.222 What dues this subpart cover? 
1223.224 Publications incorporated by 

reference. 

1223.226 Definitions. 

Facility Standards 

1223.223 What are dm facility requirements 
for all records storage facilities? 

1228.230 What are dm fire safety 
requirements that apply to records 
storage facilities? 

1 223.232 What does an agency have to do 
to certify a fire-safety detection and 
suppression system? 

1223.234 What is NARA's certified fire- 
safety detection and suppression system 
for records storage facilities? 

1223.236 What are dm requirements for 
environmental controls for records 
storage facilities? 

Approval and Inspection Requirements 
1223.240 How does an agency request 
authority to establish or relocate records 
storage facilities? 

1223.242 When may NARA conduct an 
inspection of a records storage facility? 

Subpart K— Facility Standards for 
Records Storage Facilities 

General 

§ 1 228.220 What authority applies to this 
subpart? 

NARA is authorized to establish, 
maintain and operate records centers for 
Federal agencies under 44 U.S.C. 2907. 
NARA is authorized, under 44 U.S.C. 
3103, to approve a records center that is 
maintained and operated by an agency. 
NARA is also authorized to promulgate 
standards, procedures, and guidelines to 
Federal agencies with respect to the 
storage of their records in commercial 
records storage facilities; See 44 U.S.C. 
2104(a), 2904 and 3102. The regulations 
in this subpart apply to all records 
storage facilities Federal agencies use to 
store, service, and dispose of their 
records. 

§ 1228.222 What does this subpart cover? 

(a) This subpart covers the 
establishment, maintenance, and . 
operation of records centers, whether 
Federally-owned and operated by 
NARA or another Federal agency, or 
Federally-owned and contractor 
operated. This subpart also covers an 
agency’s use of commercial records 
storage facilities. Records centers and 
commercial records storage facilities are 
referred to collectively as records 
storage facilities. This subpart specifies 
the minimum structural, environmental', 
property, and life-safety standards that a 
records storage facility must meet when 
the facility is used for the storage of 
Federal records. 

(b) Except where specifically noted, 
this subpart applies to all records 
storage facilities. Certain noted 
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provisions apply only to new records 
storage facilities. 

§ 1223.224 Publications Incorporated by 
reference. 

(a) General. The following 
publications cited in this section are 
hereby incorporated by reference into 
this part 1228. They are available from 
the issuing organizations at the 
addresses listed in this section. They are 
also available for inspection at the 
Office of the Federal Register, 800 North 
Capitol Street NVV.. suite 700, 
Washington, DC. This incorporation by 
reference was approved by the Director 
of the Federal Register in accordance 
with 5 U.S.C. 552(a) and 1 CFR part 51. 
These materials are incorporated as they 
exist on the date of approval, and a 
document indicating any change in 
these materials will be published in the 
Federal Register. 

(b) American Society of Testing and 
Materials (ASTM) standards. The 
following ASTM standard is available 
from the American Society of Testing 
and Materials, 100 Barr Harbor Drive, 
West Conshocken, PA, 19428-2959, or 
on-line at www.astm.org: 

E— 119 (1998), Standard Test Methods 
for Fire Tests of Building Construction 
and Materials. 

(c) National Fire Protection 
Association (NFPA) standards. The 
following NFPA standards are available 
from the National Fire Protection 
Association, 1 Batterymarch Park, 
Quincy, MA 02209-9101, or on-line at 
www.catalog.nfpa.org: 

NFPA 10 (1994), Standard for Portable 
Fire Extinguishers. 

NFPA 13 (1996). Standard for the 
Installation of Sprinkler Systems. 

NFPA 20 (1990), Standard for the 
Installation of Centrifugal Fire Pumps. 

NFPA 40 (1997), Standard for the 
Storage and Handling of Cellulose 
Nitrate Motion Picture Film. 

NFPA 42 (1997) Standard for Storage 
of Pyroxylin Plastics. 

NFPA 72 (1996), National Fire Alarm 
Code. 

NFPA 101 (1997), Life Safely Code. 

NFPA 231 (1998), Standard for 
General Storage. 

NFPA 231C (1998), Standard for the 
Rack Storage of Materials. 

NFPA 232 (1995), Standard for the 
Protection of Records. 

NFPA 232A (1995), Guide for Fire 
Protection of Archives and Records 
Centers. 

(d) C/nr/ervvruers Laboratory (UL) 
Standards . The following UL standards 
are available from the Underwriters 
Laboratory at www.ul.com or from 
Global Engineering Documents, 15 
Inverness Way East, Englewood, CO 
80112: 


UL 61 1, Central Burglar Alarm 
Systems. 

UL 827, Central Fire Alarm Stations. 

UL 1076, Proprietary Burglar Alarm 
Units and Systems. 

(e) American Society of Heating, 
Refrigerating and Air-Conditioning 
Engineer, Inc. (ASHRAE) Standards. 
The following ASHRAE standards are 
available from ASHRAE at ASHRAE 
Customer Service, 1791 Tullie Circle 
NE, Atlanta, GA 30329 or online at 
www.ASHRAE.org: 

ASHRAE 55- 1992, Thermal 
Environmental Conditions for Human 
Occupancy. 

ASHRAE 62-1989, Ventilation for 
Acceptable Indoor Air Quality. 

(f) American National Standasds 
Institute (ANSI) standards. The 
following ANSI standards are available 
from the American National Standards 
Institute. 1 1 West 42nd St., New York, 
NY 10036: 

ANSI/PIMA IT9.1 1-1998 Imaging 
Materials— Processed Safety 
Photographic Films— Storage 

ANSl/PLMA IT9. 18-1996 Imaging 
Materials— Processed Photographic 
Plates— Storage Practices. 

ANSI /PIMA IT9. 20-1996 Imaging 
Materials— Reflection Prints— Storage 
Practices. 

ANSI/PLVIA IT9, 23-1997 Imaging 
Materials— Polyester Base Magnetic 
Material— Storage Practices. 

ANSI/PIMA IT9. 25-1998 Imaging 
Materials — Optical Disc Media — 
Storage. 

§1228.226 Definitions. 

The following definitions apply to 
this subpnrt: 

(a) The terms musrand provide 
indicate that a provision is mandatory. 

(b) The terms should or may indicate 
that a provision is recommended or 
advised but not required. 

(c) Records centerings the meaning 
specified in § 1220.14 of this chapter. 

(d) Commercial records storage 
facility has the meaning specified in 
§ 1 220, 1 4 of this chapter. 

(e) Records storage facility has the 
meaning specified in § 1220.14 of this 
chapter. 

(f) New records storage facility means 
any records center or commercial 
records storage facility established or 
converted for use as a records center or 
commercial records storage facility on 
or after October 1. 1999. 

(g) Existing records storage facility 
means any records center or commercial 
records storage facility used to store 
records on September 30. 1999, and has 
stored records continuously since that 
date. 

(h) Permanent record has the meaning 
specified in § 1220.14 of this chapter. 


(i) Temporary record has the meaning 
specified in § 1 220. 1 4 of this chapter. 

fj) Unschedf tied records has the 
meaning specified in § 1220.14 of this 
chapter. i 

(k) Sample/Select records means 
records whose final disposition requires 
an analytical or statistical sampling 
prior to final disposition authorization, 
in which some percentage of the 
original accession will be retained as 
permanent records. 

Facility Standards 

§ 1223.228 What are the facility 
requirements for all records storage 
facilities? 

(a) The facility must be constructed 
with non-combustible materials and 
building elements, including walls, 
columns and floors. An agency may 
request a waiver of this requirement 
from KARA for an existing records 
storage facility with combustible 
building elements to continue to operate 
until October 1, 2009. In its request for 

a waiver, die agency must provide 
documentation that the facility has a fire 
suppression system specifically 
designed to mitigate this hazard and 
chat the system has been certified in 
accordance with § 1228.232 to meet the 
requirements of § 1228.230(s). Requests 
must be submitted to the Director, Space 
and Security Management Division 
(NAS), National Archives and Records 
Administration, 8601 Adelphi Road, 
College Park, MD 20740-6001. 

(b) A facility with two or more stories 
must be designed or certified by a 
licensed fire protection engineer to 
avoid catastrophic Failure of the 
structure due to an uncontrolled fire on 
one of the intermediate floor levels. 

(c) The building must be sited a 
minimum of five feet above and 100 feet 
from any 100 year flood plain areas, or 
be protected by an appropriate flood 
wall. 

(d) The facility must be designed in 
accordance with regional building codes 
to provide protection from building 
collapse or failure of essential 
equipment from earthquake hazards, 
tornados, hurricanes and other potential 
natural disasters. 

(e) Roads, fire lanes and parking areas 
must permit unrestricted access for 
emergency vehicles. 

(0 A floor load limit must be 
established for die records storage area 
by a licensed structural engineer. The 
limit must take into consideration the 
height and type of the shelving or 
storage equipment, the width of the 
aisles, the configuration of die space, 
etc. The allowable load limit must be 
posted in a conspicuous place and must' 
nut be exceeded. 
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(g) All roof mounted equipment is 
prohibited. Place nothing on the roof 
that may cause damage to the roof 
membrane. The requirements in this 
paragraph are effective [effective date of 
final rule] in new records storage 
facilities. Existing facilities must meet 
this requirement no later than October 
1,2009. 

(h) Piping (with the exception of fire 
protection sprinkler piping and storm 
water roof drainage piping) must not be 
run through records storage areas. If 
drainage piping from roof drains must 
be run though records storage areas, the 
piping must be run to the nearest 
vertical riser and must include a 
continuous gutter sized and installed 
beneath the lateral runs to prevent 
leakage into tine storage area. Vertical 
pipe risers required to be installed in 
records storage areas must be fully 
enclosed by shaft construction with 
appropriate maintenance access panels. 
The requirements in this paragraph are 
effective [effective date of final rule] in . 
new records storage facilities. Existing 
facilities must meet this requirement no 
later than October 1, 2009. 

(i) The following standards apply to 
storage shelving: 

(1) All storage shelving must be 
designed and installed to provide 
seismic bracing that meets the 
requirements of Executive Order 12941, 
Seismic Safety of Existing Federally 
Owned or Leased Buildings (3 CFR, 

1994 Comp., p. 955), or Executive Order 
12699, Seismic Safety of Federal and 
Federally Assisted or Regulated New 
Building Construction (3 CFR, 1990 
Comp., p. 269); 

(2) Steel shelving or other open-shelf 
records storage equipment must be 
braced to prevent collapse under full 
load. Each shelving unit must be 
industrial style shelving rated at least 50 
pounds per cubic foot supported by the 
shelf; 

(3) Compact mobile shelving systems 
(if used) must be designed to permit 
proper air circulation and fire protection 
(detailed specifications that meet this 
requirement can be provided by NARA 
by writing to Director, Space and 
Security Management Division (NAS), 
National Archives and Records 
Administration, 8601 Adelphi Road. 
College Park, MD 20740-6001.). 

(j) The area occupied by the records 
storage facility must be equipped with 
an anti-intrusion alarm system, or 
equivalent, meeting the requirements of 
Underwriters Laboratory Standard 1076, 
Proprietary Burglar Alarm Units and 
Systems, level AA. to protect against 
unlawful entiy after hours and to 
monitor designated interior storage 
spaces. This intrusion alarm system 


must be monitored in accordance with 
Underwriters Laboratory (UL) Standard 
611, Central Burglar Alarm Systems. 

(k) The facility must comply with the 
requirements for a Level III facility as 
defined in the Department of Justice, 
U.S. Marshals Service report 
Vulnerability Assessment of Federal 
Facilities dated June 28. 1995. These 
requirements are provided in Appendix 
A to this Parc 1228. 

(l) Records contaminated by 
hazardous materials, such as radioactive 
isotopes or toxins, infiltrated by insects, 
or exhibiting active mold growth must 
be stored in separate areas having 
separate air handling systems from other 
records. 

(m) To eliminate damage to records 
and/or loss of information due to 
insects, rodents, mold and other pests 
that are attracted to organic materials 
under specific environmental 
conditions, the facility must have an 
Integrated Pest Management program as 
defined in the Food Protection Act of 
1996 (Section 303, Public Law 104-170, 
1 10 Stat. 1512). This states in part that 
Integrated Pest Management is a 
sustainable approach to managing pests 
by combining biological, cultural, 
physical, and chemical tools in a way 
that minimizes economic, health, and 
environmental risks. The IPM program 
emphasizes three fundamental 
elements: 

(1) Prevention . IPM is a preventive 
maintenance process that seeks to 
identify and eliminate potential pest 
access, shelter, and nourishment. It also 
continually monitors for pests . 
themselves, so that small infestations do 
not become large ones; 

(2) Least-toxic methods. IPM aims to 
minimize both pesticide use and risk 
through alternate control techniques 
and by favoring compounds, 
formulations, and application methods 
that present the lowest potential hazard 
to humans and die environment; and 

(3) Systems approach. The IPM pest 
control contract must be effectively 
coordinated with all other relevant 
programs that operate in and. around a 
building, including plans and 
procedures involving design and 
construction, repairs and alterations, 
cleaning, waste management, food 
service, and other activities. 

(n) New records storage facilities also 
must meet the requirements in this 
paragraph (n): 

(1) Do not install mechanical and/or 
electrical equipment within records 
storage areas (either floor mounted or 
suspended from roof support 
structures). 

(2) A redundant source of primary 
electric service such as a second 


primary service feeder should be 
provided to ensure continuous, 
dependable service to the facility 
especially to the HVAC systems, fire 
alarm and fire protection systems. ; 

(3) The facility must be kept under 
positive air pressure especially in the 
area of the loading dock. In addition, to 
prevent fumes from vehicle exhausts 
from entering the facility, air intake 
louvers must not be located in the area 
of tile loading dock, adjacent to parking 
areas or in any location where a vehicle 
engine may be running for any period of 
time. Loading docks must have an air 
supply and exhaust system that is 
separate from the remainder of the 
facility. 

§1228.230 What are the fire safety 
requirements that apply to records storage 
facilities? 

(a) The fire detection and protection 
systems must he designed or certified by 
a licensed fire protection engineer. 

(b) All walls separating records areas 
from each other and from other storage 
areas in the building must be 4 -hour fire 
resistant. The records storage areas must 
not exceed a total capacity of 250,000 
cubic feet of records each and must be 
constructed to prevent migration of fire 
and smoke to other spaces of the 
building. 

(c) Fire walls that meet the following 
specifications muse be provided: 

(1) For existing records storage 
facilities, at least one-hour-rated fire 
walls must be provided between the 
records storage areas and other auxiliary 
spaces. 

(2) For new records storage facilities, 
two-hour-rated fire walls must be 
provided between the records storage 
areas and other auxiliary spaces. One 
exterior wall of each stack area must be 
designed with a maximum fire resistive 
rating of 1 hour. 

(d) Penetrations in the walls must not 
reduce the specified fire resistance 
ratings. The fire resistance ratings of 
structural elements and construction 
assemblies must be in accordance with 
American Society of Testing and 
Materials E- 1 19, Standard Test Methods 
for Fire Tests of Building Construction 
and Materials. 

(e) The fire resistive rating of the roof 
must be a minimum of l h hour for all 
records storage facilities. For new 
records storage facilities, the fire 
resistive rating of the roof must also be 
a maximum of l hour. 

(f) Openings in fire walls separating 
records storage areas must be avoided to 
the greatest extent possible but if 
openings are necessary they must be 
protected by self-closing or automatic 
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Class A fire doors, or equivalent, on 
each side of the wall openings. 

(g) Roof support structures that cross 
or penetrate fire walls must be cut and 
supported independently on each side 
of the fire wall. 

(h) If fire walls are erected with 
expansion joints, the joints must be 
protected to their full height. 

(i) For new records storage facilities, 
building columns in the records storage 
areas must be 4-hour fire resistant from 
the floor to slab above or to the location 
where they connect to the roof framing 
system. For existing records storage 
facilities, the building columns must be 
at least 2 -hour fire resistant. 

(j) Automatic roof vents must not be 
designed into new records storage 
facilities. 

(k) Where lightweight steel roof or 
floor supporting members (e.g., bar 
joists having top chords with tingles 2 
by 1 W inches or smaller. l /t-inch thick 
or smaller, and 1 Vie -Inch or smaller web 
diameters) are present, they must be 
protected either by applying a 10- 
minute fire resistive coating to the top 
chords of the joists, or by retrofitting the 
sprinkler system with large drop 
sprinkler heads. If a fire resistive coating 
is applied, it must be a product that will 
not release (off gas) harmful fumes into 
the facility. If fire resistive coating is 
subject to air erosion or flaking, it must 
be fully enclosed in a drywall 
containment constructed of metal studs 
with fire retardant drywall. Retrofitting 
may require modifications to the piping 
system to ensure that adequate water 
capacity and pressure are provided in 
the areas to be protected with these 
large drop sprinkler heads. 

(l) No open flame (oil or gas) unit 
heaters or equipment may be installed 
or used in any records storage area. 

(m) For existing records storage 
facilities, boiler rooms or rooms 
containing equipment operating with a 
fuel supply (such as generator rooms) 
must be separated from records storage 
areas by 2 -hour-rated fire walls with no 
openings directly from these rooms to 
the records storage areas. Such areas 
must be vented directly to the outside 
to a location where fumes will not be 
drawn back into the facility. 

(n) For new records storage facilities, 
boiler rooms or rooms containing 
equipment operating with a fuel supply 
(such as generator rooms) must be 
separated from records storage areas by 
4 -hour-rated fire walls with no openings 
directly from these rooms to the records 
storage areas. Such areas must be vented . 
directly to the outside to a location 
where fumes will not be drawn back 
into the facility. 


(o) For new records storage facilities, 
fuel supply lines must not be installed 
in areas containing records and must be 
separated from such areas with 4 -hour 
rated construction assemblies. 

(p) Equipment rows running 
perpendicular to the wall must comply 
with the Life Safety Code (NFPA 101) 
with respect to egress requirements. 

(q) No oil-type electrical transformers, 
regardless of size, except thermally 
protected devices included in 
fluorescent light ballasts, may be 
installed in the records storage areas. 

All electrical wiring must be in metal 
conduit, except that armored cable may 
be used where flexible wiring 
connections to light fixtures are 
required. Battery charging areas for 
electric forklifts must be separated from 
records storage areas with at least a 2 
hour rated fire wall. 

(r) Hazardous materials, including 
records on cellulose nitrate film, must 
not be stored in records storage areas. 
Nitrate motion picture film and nitrate 
sheet film may he stored in separate 
areas that meet the requirements of the 
appropriate NFPA standard, NFPA 40, 
Standard for the Storage and Handling 
of Cellulose Nitrate Motion Picture 
Film, or NFPA 42. Standard for Storage 
of Pyroxylin Plastics. 

(s) All records storage and adjoining 
areas must be protected by a 
professionally-designed fire safety 
detection and suppression system that is 
designed to limit the maximum 
anticipated loss in any single fire event 
to a maximum of 300 cubic feet of 
records destroyed by fire. Sections 
1228.232 and 1228.234 provide 
alternate means of complying with this 
requirement. 

§1228.232 What does an agency have to 
do to certify a fire-safety detection and 
suppression system? 

(a) The NARA fire-safety detection 
and suppression system specified in 

§ 1228.234 has been tested and certified 
to meet the requirement in 
§ I228.230(s). 

(b) Other automatic extinguishing 
systems or protective measures may 
meet the requirement in § 1228.230(s) 
depending upon specific conditions, 
such as the type and stacking height of 
the storage equipment used, or how the 
space is designed, controlled, and 
operated. Standards, such as those 
issued by the National Fire Protection 
Association (see NFPA 13. NFPA 231, 
NFPA 23 1C. NFPA 232 and NFPA 

2 32 A), may be used to design an 
alternative system. The effectiveness of 
alternative designs in meeting the 
requirements of§ 1228.230(s) must be 
supported by independent testing 


(Factory Mutual, Underwriters 
Laboratories or equivalent). 

(c) Send a description of the 
alternative fire-safety detection and 
suppression system and documentation 
of the Independent testing results to the 
Director, Space and Security 
Management Division (NAS), 8601 
Arieiphi Road, College Park, MD 20740- 
6001. NARA will maintain a list of 
approved alternative systems. 

§1228.234 What is NARA's certified fire- 
safety detection and suppression system 
for records storage facilities? 

Fire -safety systems that mcorporate 
all components specified in paragraphs 

(a) through (o) of this section have been 
tested and certified to meet the 
requirements in § 1228.230 for an 
acceptable fire-safety' detection and 
suppression system for storage of 
Federal records. 

(a) The records storage height must 
not exceed 1 5 feet. 

(b) All records storage and adjoining 
areas must he protected by automatic 
wet-pipe sprinklers. Automatic 
sprinklers are specified herein because 
they provide the most effective fire 
protection for high piled storage of 
paper records on open type shelving. 

(c) The sprinkler system must be rated 
at no higher chan 285 degrees 
Fahrenheit utilizing quick response 
(QR) fire sprinkler heads and designed 
by a licensed fire protection engineer to 
provide 0.30 gpm per square foot for the 
most remote 2,000 square feet of floor 
area at the most remote sprinkler head 
in accordance with NFPA 13. For 
facilities with roofs rated at 15 minutes 
or greater, provide l /s" QR sprinklers 
rated at no higher than 285 degrees 
Fahrenheit designed to deliver a density 
of 0.5C gpm per square foot. For unrated 
roofs, provide 0.64" QR "large drop*' 
sprinklers rated at no higher than 285 
degrees Fahrenheit. For facilities using 

7 or 8 shelf track files, use QR sprinklers 
rated at no higher than 285 degrees 
Fahrenheit. For new construction and 
replacement sprinklers, NARA 
recommends chat the sprinklers be rated 
at 1G5 degrees Fahrenheit. Installation 
of the sprinkler system must be in 
accordance with NFPA 13. 

(d) Maximum spacing of the sprinkler 
heads must be on a 10-foot grid and the 
positioning of die heads must provide 
complete, unobstructed coverage, with a 
clearance of not less than 18-inches 
from the top of the highest stored 
materials. 

(e) The sprinkler system must be 
equipped with a water-flow alarm 
connected to an audible alarm within 
the facility and to a continuously staffed 
fire department or an Underwriters 
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Laboratory approved central monitoring 
station (see UL 827, Central Fire Alarm 
Stations) with responsibility for 
immediate response. 

(f) A manual fire alarm system must 
be provided with a Underwriters 
Laboratory approved (grade A) central 
monitoring station service or other 
automatic means of notifying the 
municipal fire department. A manual 
alarm pull station must be located 
adjacent to each exit. Supplemental 
manual alarm stations are permitted 
within tile records storage areas. 

(g) All water cutoff valves in the 
sprinkler system must be equipped with 
automatic closure alarm (tamper alarm) 
connected to a continuously staffed 
station, with responsibility for 
immediate response. If the sprinkler 
water cutoff valve is located in an area 
used by the public, in addition to the 
tamper alarm, die valves must be 
provided with frangible (easily broken) 
padlocks. 

(h) A dependable water supply free of. 
interruption must be provided including 
a continuous site fire loop connected to 
the water main and sized to support the 
facility with only one portion of the fire 
loop operational. This normally requires 
a backup supply system having 
sufficient pressure and capacity to meet 
both fire hose and sprinkler 
requirements for 2 -hours. A fire pump 
connected to an emergency power 
source must be provided in accordance 
with NFPA 20 when adequate water 
pressure is not assured. In the event that 
public water mains are not able to 
supply adequate volumes of water to the 
site, on-site water storage must be 
provided. 

(i) Interior fire hose stations equipped 
with a 1 Vz inch diameter hose may be 
provided in the records storage areas if 
required by the local Fire department, 
enabling any point in the records 
storage area to be reached by a 50-foot 
hose stream from a 100-foot hose lay. If 
provided, these cabinets must be 
marked "For Fire Department Use 
Only." 

(j) Where fire hose cabinets are not 
required, Fire department hose outlets 
must be provided at each floor landing 
in the building core or stair shaft. Hose 
outlets must have an easily removable 
adapter and cap. Threads and valves 
must be compatible with the local fire 
department's equipment. Spacing must 
be so that any point in the record 
storage area can be reached with a 50- 
foot hose stream from a 100-foot hose 
lay. 

(k) In addition to die designed 
sprinkler flow demand. 500 gpm must 
be provided for hose stream demand. 
The hose stream demand must be 


calculated into the system at the base of 
the main sprinkler riser. 

(l) Fire hydrants must be located 
within 250 feet of each exterior entrance 
or odier access to die records storage 
facility that could be used by 
firefighters. All hydrants must be at 
least 50 feet away from the building 
walls and adjacent to a roadway usable 
by fire apparatus. Fire hydrants must 
have at least two, 2 l /z inch hose outlets 
and a pumper connection. All threads 
must be compatible with local 
standards. 

(m) Portable water-type Fire 
extinguishers (2 l /a gallon stored 
pressure type) must be provided at each 
fire alarm striking station. The 
minimum number and locations of fire 
extinguishers must be as required by 
NFPA 10 (1994), Standard for Portable 
Fire Extinguishers. 

(n) Single level catwalks without 
automatic sprinklers installed 
underneath may be provided in the 
service aisles if the edges of all Files in 
the front boxes above the catwalks are 
stored perpendicular to the aisle (to 
minimize files exfoliation in a fire). 
Where provided, the walking surface of 
tile catwalks must be of expanded metal 
at least .09-inch thickness with a 2-Lnch 
mesh length. The surface opening ratio 
must be equal or greater than 0.75. The 
sprinkler water demand for protection 
over bays with catwalks where records 
above the catwalks are not 
perpendicular to the aisles must be 
calculated hydraulically to give .30 gpm 
per square foot for the most remote 
2,000 square feet. 

§ 1228.236 What are the requirements for 
environmental controls for records storage 
facilities? 

(a) Paper-based temporary records. 
Paper-based temporary records must be 
stored under environmental conditions 
that prevent the active growth of mold. 
Exposure to moisture through leaks or 
condensation, relative humidities in 
excess of 70%, extremes of heat 
combined with relative humidity in 
excess of 55%, and poor air circulation 
during periods of elevated heat and 
relative humidity are all factors that 
contribute to mold growth. 

(b) Nontextual temporary records. 
Temporary nontextual records, 
including microforms and audiovisual 
and electronic records, must be stored 
in records storage space that will ensure 
their preservation for their full retention 
period. New records storage facilities 
that store nontextual temporary records 
must meet the following requirements 
[effective date of final rule]. Existing 
records storage facilities that store 
nontextual temporary records must meet 


the following requirements no later than 
October l, 2009. At a minimum, 
temporary nontextual records must be 
stored in records storage space that 
meets the requirements for medium 
term storage set by the appropriate' 
standard in this paragraph. (b). In 
general, medium term conditions as 
defined by these standards are those 
that will ensure the preservation of the 
materials for at least 10 years with little 
information degradation or loss. Records 
may continue to be usable for longer 
than 10 years when stored under these 
conditions, but with an increasing risk 
of information loss or degradation with 
longer times. If temporary records 
require retention longer than 10 years, 
better storage conditions (cooler and 
drier) than those specified for medium 
term storage will be needed to maintain 
the usability of these records. The 
applicable standards are: 

(1) ANSI/PIMA IT9.1 1-1998 Imag’mg 
Materials— Processed Safety 
Photographic Films— Storage; 

(2) ANSI/PIMA IT9.23-1997 Imaging 
Materials— Polyester Base Magnetic 
Material— Storage Practices; 

(3) ANSI/PIMA IT9. 25- 1998 Imaging 
Materials— Optical Disc Media — 

Storage; 

(4) ANSI /PIMA IT9.20-199G Imaging 
Materials— Reflection Prints— Storage 
Practices; and/or 

(5) ANSI/PIMA IT9.I8-1996 Imaging 
Materials— Processed Photographic 
Plates— Storage Practices. 

(c) Paper-based permanent, 
unscheduled and sample/select records. 
Paper-based permanent, unscheduled, 
and sample/select records must be 
stored in records storage space that 
provides 24 hour/365 days per year air- 
conditioning equivalent to that required 
for office space. See ASHRAE Standard 
55-1992, Thermal Environmental 
Conditions for Human Occupancy, and 
ASHRAE Standard 62-1989, Ventilation 
for Acceptable Indoor Air Quality, for 
specific requirements. New records 
storage facilities that store paper-based 
permanent, unscheduled, and/or 
sample/select records must meet this 
requirement [effective date oFFinal rule]. 
Existing storage facilities that store 
paper-based permanent, unscheduled, 
and/or sample/select records must meet 
this requirement no later than October 
1,2009. 

(d) Nontextual permanent, 
unscheduled, and/or sample/select 
records. All records storage facilities 
that store microfilm, audiovisual, and/or 
electronic permanent, unscheduled, 
and/or sample/select records must 
comply with the storage standards for 
permanent and unscheduled records in 
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parts 1230, 1232, and/or 1234 of this 
chapter, respectively. 

Approval and Inspection Requirements 

§1228.240 How does an agency request 
authority to establish or relocate records 
storage facilities? 

(a) General policy . Agencies are 
responsible for ensuring that records in 
their legal custody are stored in 
appropriate space as outlined in this 
subpart. Under § 1228.156(a), agencies 
are responsible for removing records 
from space that does not meet these 
standards if deficiencies are not 
corrected within 6 months after initial 
discovery of the deficiencies by NARA 
or the agency. 

(1) Agency records centers. Agencies 
must obtain prior written approval from 
NARA before establishing or relocating 
an agency records center. Each separate 
agency records center must be 
specifically approved by NARA prior to 
the transfer of any records to that 
individual facility. If an agency records 
center has been approved for the storage 
of Federal records of one agency, any 
other agency that proposes to store its 
records in that facility must still obtain 
NARA approval to do so. 

(2) Commercial records storage 
facilities. An agency may contract for 
commercial records storage services. 
However, before any agency records are 
transferred to a commercial records 
storage facility, the transferring agency 
must ensure that the facility meets all of 
the requirements for an agency records 
storage facility set forth in this subpart 
and must submit die documentation 
required in paragraph (e) of this section. 

(b) Exclusions. For purposes of this 
section, the term “agency records 
center*' excludes NARA-owned and 
operated records centers. For purposes 
of this section and § 1228.242, the term 
“agency records center" also excludes 
agency records staging and/or holding 
areas with a capacity for containing less 
than 25,000 cubic feet of records. 
However, such records centers and 
areas, including records centers 
operated and maintained by NARA, 
must comply with the facility standards 
in §§ 1228.228 through 1228.236. 

(c) Content of requests for agency 
records centets. Requests for authority 
to establish or relocate an agency 
records center must be submitted in 
writing to the Director, Space and 
Security Management Division (NAS), 
National Archives and Records 
Administration, 8601 Adelphi Road, 
College Park, MD 20740-6001. The 
request must identify the specific 
facility and must document compliance 
with the standards in this subpart. 


(d) Approval of requests for agency 
records centets . NARA will review the 
submitted documentation to ensure the 
facility demonstrates full compliance 
with the standards in this subpart. 

NARA reserves the right to visit the 
facility, if necessary, to make the 
determination of compliance. NARA 
will inform the agency of its decision 
within 45 days after the request is 
received. Requests will be denied only 
if NARA determines that the facility 
does not demonstrate full compliance 
with the standards in this subpart. 
Approvals will be valid for a period of 
10 years, unless the facility is materially 
changed before then or an agency or 
NARA inspection finds that the facility 
does not meet the standards in this 
subpart. Material changes require 
submission of a new request for NARA 
approval. 

(e) Docu/77ertfofion requirements for 
storing Federal records in commercial 
records storage facilities. At least 45 
days before an agency first transfers 
records to a commercial records storage 
facility, the agency must submit 
documentation to NARA that the facility 
complies with the standards in this 
subpart. The documentation may take 
the form of a copy of the agency’s 
contract that incorporates this subpart 
in its provisions or a statement from the 
agency records officer that certifies that 
the facility meets the standards in this 
subpart. An agency must provide the 
documentation for each separate 
commercial records storage facility 
where its records will be stored. 
Documentation must be sent to the 
Director, Space and Security 
Management Division (NAS), National 
Archives and Records Administration, 
8601 Adelphi Road, College Park, MD 
20740-6001. The agency must submit 
updated documentation to NARA every 
10 years if it continues to store records 
in that commercial records storage 
facility. 

§1228.242 When may NARA conduct an 
inspection of a records storage facility? 

(a) At the time an agency submits a 
request to establish an agency records 
center, pursuant to § 1228.240, NARA 
may conduct an inspection of the 
proposed facility to ensure that the 
facility complies fully with the 
standards in this subpart. NARA may 
also conduct periodic inspections of 
agency records centers so long as such 
facility is used as an agency records 
center. NARA will inspect its own 
records center facilities on a periodic 
basis to ensure that they are in 
compliance with the requirements of 
this subpart. 


(b) Agencies must ensure, by contract 
or otherwise, that agency and NARA 
officials, or their delegates, have the 
right to inspect commercial records 
storage facilities to ensure that such 
facilities fully comply with the 
standards in this sub part. NARA may 
conduct periodic inspections of 
commercial records storage facilities so 
long as agencies use such facilities to 
store agency records. The using agency, 
not NARA, will be responsible for 
paying any fee or charge assessed by the 
commercial records storage facility for 
NARA’s conducting an inspection. 

3. Appendix A is added to part 1228 
to read as follows: 

Appendix A to Part 1228 — Minimum 
Security Standards for Level HI Federal 
Facilities 

Note; The hill text of this appendix will 
appear in die final rule. Copies of the 
appendix may be obtained from the person 
listed in FOR FURTHER INFORMATION CONTACT. 

Dated: February 25, 1999. 

John W. Carlin, 

Archivist of the United States. 

[FR Doc. 99-10703 Filed 4-29-99; 8:45 am] 

BILLING CODE 751 5 — 0 1— P 


NATIONAL ARCHIVES AND RECORDS 
ADMINISTRATION 

36 CFR Parts 1220, 1222, and 1228 
RIN 3095-AA86 

Storage of Federal Records 

agency: National Archives and Records 
Administration. 

ACTION: Proposed rule. 

summary: NARA proposes to amend its 
records management regulations 
governing records creation, 
maintenance, and disposition to update 
provisions relating to the storage of 
Federal records. Current regulations 
focus on the use of NARA records 
centers for off-site storage and provide 
procedures for securing NARA approval 
of agency records centers. However, in 
addition to records centers operated by 
NARA and other Federal agencies, some 
agencies now use commercial records 
storage faciiities for the storage of their 
records. Among the proposed changes is 
a new requirement that agencies 
maintain the same level of intellectual 
control over records stored in their own 
records centers and commercial records 
storage faciiities, as is required for 
records stored in NARA records centers. 
As part of this requirement, agencies 
must report to NARA when permanent 
or unscheduled records are sent for 
storage to an agency records center or 



Federal Register/ Vol. 64, No. 83/Friday, April 30, 1 999 / Proposed Rules 


23511 


commercial storage facility- The revised 
regulations specify that agencies must 
store Federal records in space with 
appropriate environmental controls to 
ensure their preservation until the 
expiration of their retention period (for 
temporary records) or until the date of 
transfer to the National Archives of the 
United States (for permanent records). 

In a separate related proposed rule 
published elsewhere in this separate 
part of the Federal Register, KARA is 
also proposing to update facilities 
standards for records storage facilities. 
DATES: Comments must be received by 
June 29, 1999. 

ADDRESSES: Comments should be sent to 
Regulation. Comment Desk (NPOL), 

Room 4100. National Archives and 
Records Administration, 8G01 Adelphi 
Road, College Park, MD 20740-6001. 
Comments may also be faxed to 301- 
713-7270. 

FOR FURTHER INFORMATION CONTACT: 
Nancy Allard at 301-713-7360. 
SUPPLEMENTARY INFORMATION: The 
Federal Records Act assigns 
responsibility to NARA to provide 
guidance and assistance to Federal 
agencies regarding records creation, 
maintenance, and disposition, and to 
develop and issue standards, 
procedures, and guidelines for the 
proper management of Federal records 
(44 U.S.C. 2904). The law further 
charges NARA with responsibility for 
establishing standards for the 
identification of permanent records and 
assisting agencies in applying those 
standards (44 U.S.C, 2905). The law 
authorizes NARA to operate records 
'■ centers (44 U.S.C, 2907) and requires 
NARA approval for records centers 
maintained and operated by Federal 
agencies (44 U.S.C. 3103). Finally, the 
law requires NARA approval for the 
disposal of records (44 U.S.C. 3303a). 

Many agencies use the records centers 
operated by NARA for records storage. 
Some agencies operate their own 
records centers. In addition, some 
agencies may use commercial records 
storage facilities. NARA's oversight 
encompasses the protection and 
preservation of Federal records for as 
long as they are needed, wherever they 
are stored, in keeping with its statutory 
responsibility for records management 
oversight and for the identification and 
preservation of permanent records. 

Over the past three months NARA has 
reviewed all of its records management 
regulations to, identify provisions that 
related to records storage and is 
updating them here to reflect what 
agencies must do to manage their 
records wherever they are stored. These 
changes include: 


• New definitions for “records storage 
facility'’ and “commercial records 
storage facility.” 

• Clarified definitions for 
“disposition,'* “permanent record," and 
"records center.” 

• A requirement that agencies 
maintain adequate records management 
controls over their records, wherever 
they are maintained. This requirement 
is implicit in current regulations. It is 
made explicit now because more 
agencies than in the past are operating 
large records centers, and other agencies 
are placing their records in commercial 
facilities for storage. 

• A requirement that agencies report 
to NARA on permanent and 
unscheduled records transferred to 
storage. For records transferred to 
NARA records centers, the transfer 
documentation serves as the report. For 
records transferred to other records 
storage facilities, the agency must 
submit its report within 30 days of 
transferring the records. 

• A requirement that agencies ensure 
that temporary records are destroyed 
according to schedule provisions and 
permanent records are transferred to 
NARA in accordance with schedule 
provisions, wherever the records may be 
at the time of final disposition. NARA 
takes responsibility for the proper 
disposition of records in NARA records 
centers under the provisions of records 
schedules, including initiating SF 258’s 
for permanent records when they are 
eligible to be transferred to NARA’s 
legal custody in the National Archives 
of the United States. Agencies need to 
ensure that records disposition is 
properly implemented for records that 
are not in NARA records centers. 

• A requirement that agencies store 
records only in facilities that meet the 
standards specified in 36 CFR 1228 
subpart K, as proposed for revision in a 
separate proposed rule published 
elsewhere in this separate part of the 
Federal Register. This requirement was 
implicit in the current subpart K and is 
emphasized here. 

• A requirement that agencies obtain 
NARA approval to change the period of 
time permanent records will remain in 

' the custody of the agency before transfer 
to the National Archives of the United 
States. 

• Authorization for agencies to retain 
records for up to one year beyond their 
scheduled retention period if needed for 
administrative purposes such as audit or 
investigation without requesting formal 
approval from NARA. Currently, 
agencies must obtain approval from 
NARA for any temporary extension, but 
this. approval has been handled 


informally when records are stored at 
NARA records centers. 

• A requirement that permanent 
records be transferred Co the National 
Archives of the United States as 
individual series spanning one or more 
years. This requirement will ensure that 
permanent records stored in facilities 
that control records at the box level will 
be transferred to the National Archives 
of the United States in series order. 

* Modification of some restrictions on 
storing unscheduled, contingent, and 
"frozen" records at NARA records 
centers. 

NARA also is proposing other minor 
clarifications to existing regulations. 
These changes are not substantive. In 
addition, NARA proposes to remove 
some of the detailed instructions for 
storing and accessing records in NARA 
records centers. These instructions will 
be addressed in NARA bulletins and 
other guidance issuances. 

This proposed rule would completely 
revise subpart I of Part 1228, add a new 
subpart J to Part 1228, redesignate the 
current suhpart J as subpart L, and 
revise individual sections or paragraphs 
of other records management 
regulations in 36 CFR Chapter XII, 
Subchapter B. We have written subparts 
I and j in the plain language format 
required by the Presidential 
memorandum of June 1. 1998, Plain 
Language in Government Writing. We 
intend to rewrite the other records 
management regulations included in 
this proposed rule in plain language 
format in a future rulemaking. At this 
time, we have determined that 
piecemeal reformatting of individual 
sections or paragraphs is not 
appropriate. 

This rule is a significant regulatory 
action under E.O. 12866 of September 
30, 1993, and has been reviewed by . 
OMB. As required by the Regulatory 
Flexibility Act. it is hereby certified that 
this rule, will not have a significant 
impact on small entities. 

List of Subjects in 36 CFR Parts 1220, 
1222, and 1228 

Archives and records. 

For the reasons set forth in the 
preamble, NARA proposes to amend 36 
CFR parts 1220. 1222. and 1228 as 
follows: 

PART 1220— FEDERAL RECORDS; 
GENERAL 

1. The authority citation for part 1220 
continues to read as follows: 

Authority: 44 U.S.C. 2104(a) and chs. 29 
and 33. 

2. In § 1220.14, revise the definitions 
of "Disposition", "Permanent record” 
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and “Recordkeeping requirements'; and 
add new definitions in alphabetical 
order for “Commercial records storage 
facility", "Records center", and 
"Records storage facility" to read as 
follows: 

§1220.14. General definitions. 

* + * * * 

Commercial records storage facility is 
a private sector commercial facility that 
offers records storage, retrieval, and 
disposition services. 

* + * + + 

Disposition means those actions taken 
regarding records no longer needed for 
the conduct of the regular current 
business of the agency. 

* * * * * 

Permanent record means any Federal 
record that has been determined by 
KARA to have sufficient value to 
warrant its preservation in the National 
Archives of the United States. 
Permanent records include all records 
accessioned by NARA into the National 
Archives of the United States and later 
increments of the same records, and 
those for which the disposition is 
permanent on SF 115s, Request for 
Records Disposition Authority, 
approved by NARA on or after May 14. 
1973. 

* * * + * 

Recordkeeping requirements means 
all statements in statutes, regulations, 
and agency directives or authoritative 
issuances, that provide general and 
specific requirements for Federal agency 
personnel on particular records to be 
created and maintained by the agency. 

+ * * * * 

Records center is defined in 44 U.S.C. 
2901(6) as an establishment maintained 
and operated by the Archivist or by 
another Federal agency primarily for the 
storage, servicing, security, and 
processing of records which need to he 
preserved for varying periods of time 
and need not be retained in office 
equipment or space. 

* + + * + 

Records storage facility is a records 
center or a commercial records storage 
facility, as defined in this section, i.e., 
a facility used by a Federal agency to 
store Federal records, whether that 
facility is operated and maintained by 
the agency, by NARA. by another 
Federal agency, or by a private 
commercial entity. 
***** 

3. In § 1220.18, revise the section 
heading, designate the existing text as 
paragraph (b), and add new paragraph 

(a) to read as follows: 


§1220.18 Inspection of records. 

(a) In order for NARA to conduct 
inspections and studies required in 44 
U.S.C. Chapter 29 and records 
appraisals in 44 U.S.C. Chapter 33, 
agencies must provide access for 
authorized NARA staff members to 
records in the agency's legal custody, 
regardless of the physical location of the 
records. 

***** 

4. Revise § 1220.3G to read as follows: 

§ 1220.36 Maintenance and use of records. 

(a) Agencies must institute adequate 
records management controls over the 
maintenance and use of records 
wherever they are located to ensure that 
all records, regardless of format or 
medium, are organized, classified, and 
described to promote their accessibility, 
and make them available for use by all 
appropriate agency staff for their 
authorized retention period. Agencies 
must also maintain permanent records 
in a format that will permit transfer to 
the National Archives of the United 
States. 

(b) Agencies must ensure that they 
maintain adequate information about 
their records moved to an off-site 
records storage facility (see 36 CFR 
1228.154). Agencies must also create 
and maintain records that document the 
destruction of temporary records and 
the transfer of permanent records to the 
National Archives of the United States. 
The disposition of records that provide 
such documentation is governed by 
General Records Schedule (GRS) 1G. 

(c) Agencies must also comply with 
GSA regulations on the maintenance 
and use of records found in 4 1 CFR part 
101 - 11 . 

5. Revise § 1220.38 to read as follows: 

§ 122Q.38 Disposition of records. 

(a) Agencies must ensure the proper, 
authorized disposition of their records, 
regardless of format or medium, so that 
permanent records are preserved and 
temporary records no longer of use to an 
agency are promptly deleted or disposed 
of in accordance with the approved 
records schedule when their required 
retention period expires. As an 
intermediate step when records are not 
needed for current day-to-day reference, 
they may be transferred to a records 
storage facility. 

(b) Agencies must secure NARA 
approval of a records schedule or apply 
the appropriate General Records 
Schedule item before destroying any 
temporary records or transferring 
permanent records to the National 
Archives of the United States (see 36 
CFR part 1228). 

6. Revise § 1220.42 to read as follows: 


§ 1220.42 Agency internal evaluations. 

Each agency must periodically 
evaluate its records management 
programs relating to records creation 
and record keeping requirements;*' 
maintenance and use of records, and 
records disposition. These evaluations 
shall include periodic monitoring of 
staff determinations of the record status 
of documentary materials in all media, 
and implementation of these decisions. 
These evaluations should determine 
compliance with NARA regulations in 
this subchapter, including requirements 
for storage of agency records and 
records storage facilities in 36 CFR part 
1228, subparts I and K, and assess the 
effectiveness of the agency's records 
management program. 

PART 1222— CREATION AND 
MAINTENANCE OF FEDERAL 
RECORDS 

7. In § 1222.20, remove the period at 
the end of paragraphs (b)(5), (b)(8). and 

. (b)(9), and add a semicolon in its place, 
and add paragraph (b) (10) to read as 
follows: 

§ 1222.20 Agency responsibilities. 
***** 

(b) ^ *> 

(10) Ensure that records storage 
facilities used to store the agency's 
records comply with the standards 
specified in 36 CFR part 1228, subpart 
K. The agency must also comply with 36 

CFR 1228.240 by obtaining NARA 
approval of an agency records center or 
submitting documentation of 
compliance by a commercial records 
storage facility before the agency 
transfers records to that facility. 

8. In § 1222.50, revise the section 
heading and add paragraph (c) to read 
as follows: 

§ 1222.5Q Records maintenance and 
storage. 

***** 

(c) Agencies must ensure that records 
in their legal custody sent for off-site 
storage are maintained in facilities that 
meet the standards specified in 36 CFR 
part 1228, subpart K, and that the 
information requirements specified at 
36 CFR 1228.154 are met. Agencies 
must remove their records from any 
records storage facility that is found to 
be non-compliant with the standards 
specified in 36 CFR part 1228, subpart 
K, if the facility is not brought into 
compliance within 6 months of initial 
discovery by NARA or the using agency. 



PART 1223— DISPOSITION OF 
FEDERAL RECORDS . 

9. In § 1228.22, revise paragraph (cl) to 
read ns follows: 

§ 1228.22 Developing records schedules. 

* * * * * 

(d) Based on agency need, develop 
specific recommended retention and 
disposition instructions for each records 
series or each part of an automated 
information system, including file 
breaks, retention periods for temporary 
records, transfer periods for permanent 
records, and instructions for the transfer 
of records to an approved records 
storage facility when appropriate. 

* * * * + 

10. In § 1228.24. revise paragraph 
(c)(2) to read as follows: 

§ 1228.24 Formulation of agency records 
schedules. 

***** 

(c) Provisions of schedules. * * * 

(2) The removal to a records storage 
facility of records not eligible for 
immediate destruction or other 
disposition but which are no longer 
needed in office space. These records 
are maintained by the records storage 
facility until they are eligible for final 
disposition action; 
***** 

11. In § 1228.32, add paragraph (c), to 
read as follows: 

§ 1228.32 Request to change disposition 
authority. 

***** 

(c) Agencies must secure NARA 
approval before changing the provision 
in a disposition instruction that 
specifies the period of time that 
permanent records will remain in 
agency legal custody prior to transfer to 
the National Archives of the United 
States. 

12. In § 1228.50, revise paragraphs 

(a)(1) and (a)(3) to read as follows: 

§ 1228.50 Application of schedules. 
***** 

(a) - * * 

(1) Published schedules do not 
include nonrecurring records for which 
NARA has granted authority for 
immediate disposal or transfer to the 
National Archives of the United States. 
They do include general instructions for 
transfer of records to a records storage 
facility, transfer of records to the 
National Archives of the United States, 
and other retention and disposition 
procedures. 

* + + + * 


(3) Prior to issuance, agencies may 
consult with NARA concerning 
directives or other issuances containing 
approved schedules, instructions for use 
of NARA records centers, transfer of 
records to the National Archives of the 
United States, or other matters covered 
by NARA procedures or regulations. 
***** 

13. In § 1228.54. revise paragraphs (a), 
(c)(4), and (e) and remove paragraphs (g) 
and (h) to read as follows: 

§1228.54 Temporary extension of 
retention periods. 

(a) Approved agency records 
schedules and the General Records 
Schedules are mandatory (44 U.S.C. . 
3303a). Records series or systems 
eligible for destruction must not be 
maintained longer without the prior 
written approval of the National 
Archives and Records Administration 
(NVVML) except when: 

(1) The agency has requested a change 
in the retention period for the records 
series or system in accordance with 

§ 1228.32; or 

(2) Records are needed for up to one 
year beyond die date they are eligible 
for disposal. When such records are in 
a records storage facility, the agency 
must notify die facility of die need for 
continued retention of the records. 
***** 

( c ) * * + 

(4) A statement of the current and 
proposed physical location of the 
records. 

***** 

(e) Agencies must ensure that affected 
records storage facilities are notified 
when NARA approves an extension of 
the retention period beyond the period 
authorized in the records control, 
schedule. Agencies must forward to 
NARA (NVVML) two copies of all 
formally issued instructions which 
extend the retention periods. 

+ + + + * 

14. In § 1228.100, revise paragraph (a) 
to read as follows: 

§1228.100 Responsibilities, 

(a) The Archivist of the United States 
and heads of Federal agencies are 
responsible for preventing the alienation 
or unauthorized destruction of records, 
including all forms of mutilation. 
Records may not be removed from the 
legal custody of Federal agencies or 
destroyed without regard to the 
provisions of agency records schedules 


(SF 1 15 approved by NARA or the 
General Records issued by NARA). 

* * + ■ + * 

15. Revise suhpnrt I to read as follows: 

Subpart I — Transfer of Records to Re'cords 
Storage Facilities 

S«C. 

1228.150 Where car 1 , a Federal .agency 
transfer records fur storage? 

1228.152 Under what conditions may 
Federal records be stored in records 
storage facilities? 

1228.154 What requirements must an 

agency meet when it transfers records to 
a records storage facility? 

1228. 156 What procedures must an agency 
follow to transfer records to an agency 
records center or commercial records 
storage facility? 

Subpart I— Transfer of Records to 
Records Storage Facilities 

§ 1228.150 Where can a Federal agency 
transfer records for storage? 

Federal agencies may store records in 
the following types of records storage 
facilities, so lung as the facilities meet 
the facility standards in subpart K of 
this part. Records transferred to a 
records storage facility remain in the 
legal custody of the agency. 

(a) NARA records centers. NARA 
owns or operates records centers for the 
storage, processing, and servicing of 
records for Federal agencies under the 
authority of 44 U.S.C. 2907. These 
NARA records centers include a 
National Personnel Records Center 
which contains designated records of 
the Department of Defense and the 
Office of Personnel Management and 
other designated records pertaining to 
former Federal civilian employees. A 
list of NARA records centers is available 
from the NARA web site at http:// 
uww.nara.gov and also in the U.S. 
Government Manual, which is for sale 
from the Superintendent of Documents, 
U.S. Government Printing Office, Mail 
Stop: SSOP. Washington, DC 20402- 
9328, and is available on the Internet 
from http://uww.access.gpo.gov/nara. 

(b) Records centers operated by or on 
behalf of one or more Federal agencies 
o tiler than NARA. 

(c) Commercial records storage 
facilities operated by private entities. 

§ 1228.152 Under what conditions may 
Federal records be stored in records 
storage facilities? 

Tiie following chart shows what - 
records can be stored in a records 
storage facility and the conditions that ' 
apply: 
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Type of record 


(1) Permanent records ... 

(2) Unscheduled records 


('*) 

(i) 

(VO 


(3} Temporary records (excluding Civilian Per- 
sonnel Records and Military Personnel 
Records). 

(4) Vital records 

(5) Civilian Personnel Records and Military Per- 
sonnel Records. 


0 ) 

(0 

(i) 


Conditions 


Any storage facility that meets the provisions of subpart K of this part. 

Any storage facility that meets the provisions of subpart K of this part. 

Also requires submission of SF 115 and its acceptance from NAFtA under the provisions of 
subpart B of this part. 

Any storage facility that meets the provisions of subpart K of this part. 


Storage facility must meet the provisions of subpart K of this part and 36 CFR part 1236. 
May only be transferred to NPRC, St. Louis as required by this part. 


§ 1228.154 What requirements must an 
agency meet when it transfers records to a 
records storage facility? 

An agency must meet the following 
requirements when it transfers records 
to a records storage facility: 

(a) Ensure that the requirements of 
subpart K of this part are met. Special 
attention must be paid to ensuring 
appropriate storage conditions for 
records on non-paper based media (e.g., 
film, audio tape, magnetic tape), 
especially those that are scheduled for 
long-term or permanent retention, as 
those records typically require more 
stringent environmental controls (see 3G 
CFR pans 1230 through 1234). 

(b) To transfer unscheduled records, 
submit an SF 1 15 to NARA (iVWML) 
prior to the transfer. The agency may 
transfer the records only after NARA has 
determined that the SF i 15 meets the 
requirements specified in this part. 

(c) Create documentation sufficient to 
identify and locate files. 

(1) Such documentation must include 
for each individual records series 
spanning one or more consecutive years 
transferred to storage: 

(i) Creating office; 

(ii) Series title; 

(iii) Description (in the case of 
permanent or unscheduled records, the 
description must include a folder title 
list of the box contents or equivalent 
detailed records description); 

(iv) Date span; 

(v) Physical form and medium of 
records (e.g., paper, motion picture film, 
sound recordings, photographs or digital 
images); 

(vi) Volume; 

(vti) Citation to NARA-approveri 
schedule or agency records disposition 
manual (unscheduled records must cite 
the date the SF 115 was submitted to 
NARA); 

(viii) Restrictions on access if 
applicable; * 

(ix) Disposition ("permanent,” 
"temporary or "unscheduled; SF 1 15 
pending"); 

(x) Date of disposition action (transfer 
to the National Archives of the United 
States or destruction): 


(xi) Physical location, including name 
and address of facility; and 

(xii) Control number or identifier used 
to track records. 

(2) In the case of permanent and 
unscheduled records, provide copies of 
such documentation to NARA. 

(d) Ensure that NARA-approved 
retention periods are implemented 
properly and that records documenting 
final disposition actions (destruction or 
transfer to the National Archives of the 
United States) are created and 
maintained as required by 36 CFR 
1220.36. 

(1) Retain temporary records until the 
expiration of their NARA-approved 
retention period and no longer, except 
as provided for in § 1228.54. 

(2) Transfer permanent records to the 
National Archives of the United States 
in accordance with § 1228.260. 

(e) Provide access to appropriate 
NARA staff to records wherever they are 
located in order to conduct an 
evaluation in accordance with 36 CFR 
1220.50 or to process a request for 
records disposition authority. 

(f) Move temporary records that are 
subsequently reappraised as permanent 
to a facility that meets the 
environmental control requirements for 
permanent records in § 1228.236 within 
sLx months of their re-appraisal, if not 
already in such a facility. (Paper-based 
permanent records in an existing 
records storage facility that does not 
meet the environmental control 
requirements in § 1228.236(b) on 
October 1, 2009, must be moved from 
that facility no later than February 28, 
2010 .) 

§ 1228.1 56 What procedures must an 
agency follow to transfer records to an 
agency records center or commercial 
records storage facility? 

Federal agencies must use the 
following procedures to transfer records 
to an agency records center or 
commercial records storage facility: 

(a) Agreements with agency records 
centers or contracts with commercial 
records storage facilities must 
incorporate the standards in subpart K 
of this part and allow for inspections by 


tiie agency and NARA to ensure 
compliance. An agency must remove 
records promptly from a facility if 
deficiencies identified during an 
inspection are not corrected within six 
months. 

(b) For temporary records , the agency 
must make available to NARA on 
request the documentation specified in 
§ 1 228. 1 54. For permanent or 
unscheduled records, the agency must 
transmit this documentation to NARA 
(NWML) no later than 30 days after 
records are transferred to the agency 
records center or commercial records 
storage facility. 

(c) Agencies must establish 
procedures that ensure that temporary 
records are destroyed in accordance 
with NARA-approved schedules and 
that NARA-approved changes to 
schedules, including the General 
Records Schedules, are applied to 
records in agency records centers or 
commercial records storage facilities in 
a timely fashion. Procedures must 
include a requirement that the agency 
records center or commercial records 
storage facility notify agency records 
managers or the creating office prior to 
the disposal of temporary records unless 
disposal of temporary records is 
initiated by the agency. 

(d) Agencies must establish 
procedures to ensure that the agency 
records centers or commercial records 
storage facilities transfer permanent 
records to the National Archives of the 
United States as individual series 
spanning one or more years and in 
accordance with the provisions of 

§ 1228.272. 

(e) Agencies must ensure that records 
that are restricted because they are 
security classified or exempt from 
disclosure by statute, including the 
Privacy Act (5 U.S.C. 552a), or 
regulation are stored and maintained in 
accordance with applicable laws, 
executive orders, or regulations. 

(f) Agencies must ensure that 
disposable records, including restricted 
records (security classified or exempted 
from disclosure by statute, including the 
Privacy Act, or regulation), are 
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destroyed in accordance with the 
requirements specified in § 1228.58. 

(g) Agencies must ensure that 
emergency operating vital records, as 
defined in 36 CFR 1236.14, that are 
transferred to an agency records center 
or commercial records storage facility 
are available in accordance with 36 CFR 
part 1236. 

16. Redesignate subpart J of part 1228 
as subpart L of part 1228 as set forth in 
the following redesignation table: 


Old section 
subpart J 

New section 
subpart L 

1228.180 

1228.260 

1228.182 

1228.262 

1228.183 

1228.264 

1228.184 

1228.266 

1223.186 

1228.268 

1228.188 

1228.270 

1228.190 

1228.272 

1228.192 

1228.274 

1228.194 

1228.276 

1228.196 

1228.278 

1228.198 

1228.280 

1228.200 

1228.282 


17. Add a new subpart J to read as 
follows: 


Subpart J — Transfer, Use, and Disposition 
of Records in a NARA Records Center 

Sec. 

1 228. 1 60 How does an agency transfer 
records to a NARA records center? 

1228. 1 62 How does an agency transfer vital 
records to a NARA records center? 
1228.164 What records must be transferred 
to tl\e National Personnel Records Center 
(NPRC)? 

1228.166 How does an agency transfer . 
records to the National Personnel 
Records Center (NPRC)? 

1228.168 How can records be used in 
NARA records centers? 

1228.170 How are disposal clearances 
managed for records in NARA records 
centers? 

Subpart J — Transfer, Use, and 
Disposition of Records in a NARA 
Records Center 

§ 1228.160 How does an agency transfer 
records to a NARA records center? 

An agency transfers records to a 
NARA records center using the 
following procedures: 

(a) General. NARA will ensure that its 
records centers meet the facilities 
standards in subpart K. of this part, 
which meets the agency’s obligation in 
§ 1228.154(a). 

(b) NARA records centers will not 
accept records that pose a threat to other 
records or to the health and safety of 
users including hazardous materials 
such as nitrate film, radioactive or 
chemically contaminated records, 
records exhibiting active mold growth, 
or untreated insect or rodent infiltrated 


records. Agencies may contact the 
NARA records center for technical 
advice on treating such records. 

(c) Agencies may use any NARA 
records center (see § 1228.154(a)) if 
space is available for the storage of 
unclassified records. All NARA 
facilities are equipped to store classified 
records that have a national security 
classification up to Confidential, and 
certain NARA facilities can also accept 
Secret (or "Q”) classified records. Only 
the Washington National Records Center 
is equipped to store records that have 
been assigned a national security 
classification of Top Secret, as defined 
in Executive Order 12958 (3 CFR, 1995 
Comp., p. 333) and predecessor orders. 
For storage of restricted records 
requiring vault storage (regardless of the 
level of classification), agencies must 
contact the records center(s) they wish 
to use to find out if the center(s) can 
properly store the records. 

(d) Transfers to NARA records centers 
must be preceded by the submission of 
a Standard Form 135, Records 
Transmittal and Receipt. Preparation 
and submission of this form will meet 
the requirements for records description 
provided in § 1228.154(c), except the 
folder title list required for permanent 
and unscheduled records. A folder title 
list is also required for records that are 
scheduled for sampling or selection 
after transfer. 

(e) A separate SF 135 is required for 
each individual records series spanning 
one or more consecutive years with the 
same disposition authority and 
disposition date. 

(f) For further guidance on transfer of 
records to a NARA records center, 
consult the NARA Records Management 
Web Site (http://www.nara.gov), or 
current NARA publications and 
bulletins by contacting the Office of 
Regional Records Services (NR), 
individual NARA regional facilities, or 
the Washington National Records Center 
(NWMW). 

§ 1228.162 How does an agency transfer 
vital records to a NARA records center? 

For assistance on selecting an 
appropriate site among NARA facilities 
for storage of vital records, agencies may 
contact NARA (NR), 8601 Adelphi Rd., 
College Park, MD 20740-6001. The 
actual transfers are governed by the 
general requirements and procedures in 
this subpart and 36 CFR part 1236. 

§ 1 228.1 64 What records must be 
transferred to the National Personnel 
Records Center (NPRC)? 

General Records Schedules 1 and 2 
specify that certain Federal civilian 
personnel, medical, and pay records 


must be centrally stored at the National 
Personnel Records Center (Civilian 
Personnel Records), 1 1 1 Winnebago 
Street, St. Louis, MO 63118. An agency 
must transfer the following four types of 
records to the NPRC: 

(a) Official personnel folders of 
separated Federal civilian employees: 

(b) Service record cards of employees 
who separated or transferred on or 
before December 3 L, 1947; 

(c) Audited individual earnings and 
pay cards and comprehensive payrolls: 
and 

(d) Employee medical folders of 
separated Federal civilian employees. . 

§ 1228.166 How does an agency transfer 
records to the National Personnel Records 
Center (NPRC)? 

(a) Agencies must use the following 
procedures when transferring records to 
the NPRC: 

(1) Forward the. official personnel 
folder (OPF) and the employee medical 
folder (EMF) to the National Personnel 
Records Center at the same time. 

(2) Transfer EMFs and OPFs in 
separate folders. 

(b) For further guidance consult the 
NPRC web site (http://www.nara.gov/ - 
regional/cpr.html). 

(c) Consult the Office of Personnel 
Management web site (http:// 
www.opm.gov/feddata/html/opf.htm) 
for the OPM publication The Guide to 
Personnel Recordkeepnig for procedures 
on the transfer of OPFs and EMFs. (The 
Guide is also available from the 
Superintendent of Documents, U.S. 
Government Printing Office, Mail Stop: 
SSOP, Washington. DC 20402-9328.) 

§ 1223.168 How can records be used in 
NARA records centers? 

(a) Agency records transferred to a 
NARA records center remain in the legal 
custody of the agency. NARA acts as the 
agency's agent in maintaining the 
records. NARA will not disclose the 
record except to the agency which 
maintains the record, or under rules 
established by that agency which are not 
inconsistent with existing laws. 

(b) Federal agencies must use 
Standard Form (SF) 180, Request 
Pertaining to Military Records, to obtain 
information from military service 
records in the National Personnel 
Records Center (Military Personnel 
Records). Agencies may furnish copies 
of that form to the public to aid in 
inquiries. Members of the public and 
non-governmental organizations also 
may obtain copies of SF 180 by 
submitting a written request to the 
National Personnel Records Center 
(Military Personnel Records), 9700 Page 
Boulevard, St. Louis, MO 63132. OMB 
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Control Number 3095-0029 has been 
assigned to the SF 180. 

(c) Use Standard Form 127, Request 
for Official Personnel Folder (Separated 
Employee), to request transmission of 
personnel folders of separated 
employees stored at the National 
Personnel Records Center. 

(d) Use Standard Form 184. Request 
for Employee Medical Folder (Separated 
Employee), to request medical folders 
stored at the National Personnel Records 
Center. 

(e) Use Optional Form 11, Reference 
Request— Federal Records Center to 
request medical records transferred to 
other NARA records centers prior to 
September l, 1984. The request must 
include the name and address of the 
agency’s designated medical records 
manager. 

(0 For any other requests, use the 
Optional Form 11, Reference Request- 
Federal Records Centers, a form jointly 
designated by that agency and NARA, or 
their electronic equivalents. 

§ 1228.170 How are disposal clearances 
managed for records in NARA records 
centers. 

(a) Records at the National Personnel 
Records Center covered by General 


Records Schedules 1 and 2 will be 
destroyed in accordance with those 
schedules without further agency 
clearance. 

(b) Other records of Federal agencies 
held by NARA records centers will be 
destroyed only with the concurrence of 
the agency having legal custody of the 
records. 

(c) Documentation on the final 
disposition of records, as required in 36 
CFR 1220.36, will be maintained by 
NARA records centers for the period of 
time required by General Records 
Schedule 16. 

(d) When NARA approves an 
extension of retention period beyond 
the time authorized in the records 
schedule for records stored in NARA 
records centers, NARA will notify those 
affected records centers to suspend 
disposal of the records (see 

§ 1228.54(e)). 

18. In newly redesignated subpart L, 
revise the subpart heading to read as 
follows: 

Subpart L — Transfer of Records to the 
National Archives of the United States 

19. In newly redesignated § 1228.272, 
revise the section heading and 
paragraph (a) to read as follows: 


§ 1223.272. Transfer of records to the 
National Archives of the United States. 

(a) Policy. (1) Federal records will be 
transferred to NARA’s legal custody into 
the National Archives of the United 
States only if they are listed as 
permanent on an SF 115, Request for 
Records Disposition Authority, 
approved by NARA since May 14, 1973, 
or if they are accretions (continuations 
of series already accessioned) to 
holdings of the National Archives. 
Transfers are initiated by submission of 
an SF 258. Agreement to Transfer 
Records to the National Archives of the 
United States. 

(2) Each SF 258 must relate to a 
specific records series, as identified on 
the SF 115, Request for Records 
Disposition Authority, in accumulations 
of one or more consecutive years. 
***** 

Dated: February 25, 1999. 

John W. Carlin, 

Archivist of the United States. 

IFR Doc. 99-10704 Filed 4-29-99; 8:45 ami 
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HAY 4 1999 

NWM 13.99 

MEMORANDUM TO AGENCY RECORDS OFFICERS AND INFORMATION RESOURCE 
MANAGERS: Draft GRS for Information Technology Records 

Attached for your review and comment is a revised draft General Records Schedule (GRS) for 
information technology (IT) records. An earlier version of this draft GRS was circulated to the 
CIO Council and selected records officers for initial reactions on whether the draft covered IT 
records being created by agencies and the usefulness of a different format for the schedule. 

Those agencies generally found the coverage of records to be appropriate but the format of the 
document and criteria for determining retention periods difficult to use. This revision follows the 
standard GRS format and sets specific proposed retention periods. We seek your comments 
especially on the adequacy of the proposed retention periods. 


We anticipate that this is the last opportunity for agency comment before we seek OMB 
determination of significance under EO 12866 and publication in the Federal Register for a 45 
day public comment period. We want to ensure that the draft published in the Federal Register is 
a general records schedule that agencies can use. Once NARA issues this GRS, the retention 
periods are mandatory — you cannot destroy the records earlier or keep them longer without 
specific NARA approval. 

b6 
b7C 

Policy and Communicatio ns Staff 
270. Contac by e- 

mail if you would like a WordPerfect or Wor d version of t he draft to circulate within your 
agency. If you have questions, please contac on 301-713-7360, ext. | 

We encourage Federal agencies to review these proposed regulations carefully and submit 
comments by the June 29, 1999, public comment deadline. 

■riaAlo & 

MARIE ALLEN 
Director 

Life Cycle Management Division 
Enclosure 


^f.HQ-cu^oosv 


Please send your comments by June 4, 1 999, to| 

(NPOL) at| [zjarch2 . nara. gov or by fax to 301-713- 


National Archives and Records Administration 




GENERAL RECORDS SCHEDULE 20 


Information Technology Operations and Management Records 
DRAFT version 7.2 
April 29, 1999 

This schedule provides disposal authorization for files that are created and maintained for the 
operation and management of information technology (IT) and related services. As defined in 
the Information Technology Management Reform Act of 1996, ' information technology’ 
includes computers, ancillary equipment, software, firmware and similar procedures, services 
(including support ’services), and related resources. This schedule applies at the file level and 
only to files which are maintained SOLELY for the operation and management of information 
technology and related services. 

Some documents that are kept in IT operations and management files are also needed as 
essential evidence of agency programs and administrative activities. Documents which need to 
be retained as records both of IT operations and management, on the one hand, and agency 
programs or administrative activities, on the other, include, but are not limited to: 

• IT plans which explicitly address how IT will satisfy program and administrative 
requirements; 

• IT policy records which relate policy development or implementation to program and 
administrative requirements; 

• Records related to data administration for agency programs or other administrative 
functions; 

• Audits and reviews which address how well IT systems or applications satisfy program 
or administrative requirements; 

• Technical documentation that is needed to access, retrieve, use, or interpret other 
records of agency programs or administrative activities; 

In order to ensure that the agency applies appropriate disposition authorities in the disposition 
of records related to the use, operation and management of information technology, agencies 
should follow these rules: 

• The disposition of any files concerning agency programs may only be authorized under 
a records schedule that the agency has submitted to NARA and that NARA has 
approved. This rule applies even if such files are also used for IT operations or 
management. 

• If an agency maintains copies of documents in separate files that support IT 
operations or management on the one hand and agency programs on the other, 
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the IT operations or management files are authorized for disposal under this 
GRS, but the program files must be authorized under an agency-specific 
schedule. 

• The disposition of any files concerning administrative activities other than IT operations 
or management must be authorized under an appropriate schedule, which may be either 
another GRS or an agency-specific schedule. This rule applies even if such files are 
also used for IT operations or management. 

• If an agency maintains copies of documents in separate files that support IT 

operations or management on the one hand and other administrative functions on 
the other, the IT operations or management files are authorized for disposal 
under this GRS, but the other administrative files must be authorized either 
under another GRS or under an agency-specific schedule. 

• This GRS authorizes the disposition of the files described only when they are retained 
solely for IT operations or management. 

This GRS does not cover all records which are used in IT operations and management. In 

particular, 

• IT offices maintain many common administrative files covered by other GRS. The 
other GRS apply in IT offices as well as elsewhere. 

• IT offices may maintain other administrative files whose disposition is authorized under 
records schedules applicable to the entire agency or component in which the IT office is 
located. IT offices should apply such schedules, as appropriate. 

• IT offices may maintain unique files related to IT operations and management. Such 
files must be scheduled and the schedule approved by NARA. 

• IT offices may maintain some records that provide essential evidence of agency mission 
and programs, such as IT strategic plans and Business Information Models. Such files 
must be scheduled and the schedule approved by NARA. 

This schedule applies to the records described regardless of their physical form or 

, characteristics. They may be retained on paper, in microform, or in electronic form. 
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Management of IT Organizations and Projects 


1. IT Policy and Direction Files 

Files related to the development and issuance of policies and directives for all aspects of 
the management of information technology and related assets and services. This 
includes: 

• Files defining the organization’s IT infrastructure; 

• Records defining or adopting IT standards; 

• Directives concerning the acquisition and use of IT assets, including those defining 
capital planning processes for major investments in information systems; 

• Files defining quality assurance requirements and norms; 

• Files defining IT asset controls and procedures; system integration requirements, 
performance requirements, resource and capacity planning; defining and establishing 
the change management system, including standards for categorizing, prioritizing and 
authorizing changes; 

• Documents establishing the IT risk management program, determining its scope, and 
defining IT risk management methods and measurements; disaster recovery plans, risk 
action plans, IT continuity plan, backup and recovery procedures; 

• System security files: definitions of access controls, standards for authorizations and 
authentication of users for specific system and applications; 

• Files identifying environmental and physical controls required for IT equipment and 
media; concerning facility access requirements and authorizations; 

• Documents defining standards and norms for IT operations: operations manuals and 
users manuals, and documentation concerning start-up and shift hand-over process 
processes, network services management; problem management and emergency 
procedures; 

• Documents defining monitoring requirements: establishment of benchmarks, key 
performance indicators, critical success factors, reporting requirements; 

• Policy and procedures concerning charges and payments for’IT resources, charge rates; 

• Requirements for documentation of IT applications. 

This item does not cover IT policies and directives maintained in other files, such as a general 

directives system. 

Close file when superseded or withdrawn. 

Destroy/delete 3 years after close of file. 

2. IT Planning Files 

{This item does not cover IT strategic plans, business information models, or other IT 
planning files which relate IT explicitly either to agency mission, goals, and objectives. 
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or to specific business activities. Such records should be scheduled by each agency 
either as distinct series or together with other records related to the same business 
activity.} 

a. IT long-term plans, operational plans, technological infrastructure plans, and 
data processing services plans. 

Close file when plan is superseded or terminated. 

Destroy/delete 3 years after close of file. 

b. IT capital planning and investment management files documenting the agency's 
process for maximizing the value and assessing and managing the risks of 
acquisitions of IT infrastructure, facilities, and services. 

{This item applies to IT investment management records in the offices of the 
Chief Information Officer or other official or body charged with reviewing and 
approving IT investments. It does not apply to IT investment management 
records in program offices which propose IT investments. The records in those 
offices must be scheduled as program records. It does not apply to records 
maintained for budget, property, expenditure or cost accounting covered in GRS 
3 through 8.} 

Close file annually. 

Destroy/delete 3 years after close of file. 

c. IT project plans for specific initiatives undertaken in accordance with IT long- 
term plans, operational plans, technological infrastructure plans, and data 
processing services plans; such as projects for installation, upgrade or 
replacement of infrastructure components including hardware, software, and 
networks, that are not limited to an individual IT application which supports a 
specific program or administrative function. 

( Management files related to individual IT applications which support specific 
program or administrative functions are covered in item 13, below.) 

Close file when project is completed. 

Destroy/delete 3 years after close of file or completion of any scheduled review 
or evaluation of it, whichever is later. 


Implementati on and compliance files : 


Records on implementation, impact, and compliance with IT policies, directives and 
plans including recurring and special reports, responses to findings and 
recommendations, and reports of follow-up activities. Types of files include: 

• performance measurements and benchmarks; 

• audits and management reviews; 

• certifications and accreditations; 

• quality assurance reviews and reports; 

• reports on implementation of plans; 

• effectiveness evaluations, and compliance reviews; 

• data measuring or estimating impact and compliance. 

{This subitem does not apply to audit files of the agency’s Inspector General.} 
Destroy/delete 1 year after determination that there are no unresolved issues. 


Management of IT Infrastructure and Services 

Items 4 through 12 concern the management oflTinfrastructure, such as host 
computers, servers, intranets, and extranets, and IT services that support a 
variety of applications and users. These items do not cover records related to 
individual applications that support specific program or administrative 
functions. Records related to individual applications that support specific 
program or administrative functions are covered in items 13 through 16. 

4. Files related to determining and satisfying requirements for IT resources . 

Records used to defme and track requirements for IT resources, such as hardware, 
software, and services, that support more than one application; identify and evaluate 
options; analyze feasibility and costs and benefits; recommend actions; justify 
acquisitions; and determine criteria for acceptance. 

a. Cases where the final decision is not to implement recommendations. 

Close file when final decision on recommendations is made. 

Destroy/delete 1 year after close of file. 

b. Cases where one or more recommendations for satisfying IT requirements are 
implemented. 

Close file when it is determined that the requirement no longer exists or that a 
new requirements analysis should be undertaken. 
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Destroy/delete 3 years after close of file. 

5. Files related to installing and accepting or accrediting systems an d components that 
support multiple applications, including plans and reports concerning installation, 
migration, conversion and acceptance of hardware, software and networks; related 
models, diagrams and schematics; and data and other files created to test performance; 
and related technical documentation. 

a. For systems or components that are not accepted or accredited. 

Destroy /delete 1 year after final decision to reject the subject system or 
component. 

b. For systems or components that are accepted or accredited. 

Destroy/delete 3 years after system or component is terminated or replaced. 

6. IT facility and site management files 

{This item applies only to files retained to ensure that buildings and rooms 
where IT equipment, systems and storage media are located are properly 
controlled and operated. This item does not apply to records of stores or plant 
accounting, which are covered in GRS 8, or for records of property disposal, 
which are covered in GRS 4.) 

Files identifying IT facilities and sites; concerning implementation of IT facility and site 
management and support services provided to specific sites, including reviews, site visit 
reports, trouble reports, service histories, reports of follow-up actions, and related 
correspondence . 

Destroy/delete when 3 years old. 

7. IT asset and configuration ma nagement files 

a. Records identifying or inventorying IT assets; equipment control systems; 
inventories of network circuits and building or circuitry diagrams; 

Close file when the subject assets are terminated, removed or destroyed. 

Destroy/delete 1 year after close of file. 
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b. Records created and retained for asset management, performance and capacity 
management, system management, configuration and change management, and 
pl anning , follow-up and impact assessment. Including, but not limited to: 

• Data and detailed reports on implementation of systems, applications and 
modifications; assessments of effectiveness, application sizing, resource 
and demand management; documents identifying, requesting, and 
analyzing possible changes, authorizing changes, and documenting 
implementation of changes; documentation of software distribution and 
release management. 

• Records of IT main tenance documenting preventative, corrective, 
adaptive and perfective (enhancement) maintenance actions, including 
requests for service, work orders, service histories, and related records. 

Close file annually. 

Destroy /delete 3 years after close of file. 

c. Digital media management records including library systems and back-up 
management systems. 

{This item does not cover files on records disposition, covered in GRS 16, 2.} 
Destroy/delete when media volume or unit is removed from inventory. 

Files related to maintaining the security of systems and data. 

a. Documents identifying IT risks and analyzing their impact, risk measurements 
and assessments, actions to mitigate risks, implementation of risk action plan, 
service test plans, test files and data. 

Close file annually. 

Destroy/delete 3 years after close of file. 

b. User identification, profiles, authorizations, and password files. 

Place record in inactive file when user account is terminated or when profile or 
password is altered. 

Destroy/delete inactive files when 3 years old. 

c. Cryptographic key management files, (reserved) 


d. 


Security incident handling, reporting and follow-up. 


Close file when all necessary follow-up to a security incident has been 
completed. 

Destroy/delete 3 years after close of file. 

9. IT operations records 

a. Schedules: workload schedules; run reports, run requests, and other records 
documenting the successful completion of a run; schedules of maintenance and 
support activities. 

Close file annually. 

Destroy/delete 1 year after close of file. 

b. Problem reports, user complaints and questions, proposals for changes and 
related decision documents. 

Destroy/delete when 3 years old. 

10. Files on usage and monitoring of IT systems, services, and resources 

{This item does not apply to records created under procedures mandated by OMB 
Circular A- 123, Management Accountability and Control Systems, andP.L. 97-255, the 
Federal Manager's Financial Integrity Act. Those records are scheduled under GRS 
16, 14.} 

Usage and monitoring data and reports, including but not limited tb: 

• Operations data, such as system event logging, log-in files, system usage files 
and audit trails, reports on workload management; incident reports and audit 
trails of problems and solutions. 

• Reports on operations, including summary computer usage reports, measures of 
benchmarks, performance indicators, and critical success factors; error and 
exception reporting, self-assessments, service delivery monitoring, and 
management reports. 

Close files annually. 

Destroy/delete 3 years after close of file. 
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11. Financial records related to provision of IT resources and services 

{If any of these records are necessary to support contracts, copies should be filed in 
procurement files and disposed of in accordance with GRS 3.} 

a. Service-level agreements formalizing performance criteria for quantity and 
quality of service, including definition of responsibilities, response times and 
volumes, charging, integrity guarantees, non-disclosure agreements. 

Close file when the agreement is superseded or terminated. 

Destroy/delete 3 years after close of file. 

b. Files related to managing third-party services: control measures for review and 
monitoring of contracts, procedures for determining their effectiveness and 
compliance. 

Close file when subject control measures or procedures are superseded or 
terminated. 

Destroy/delete 3 years after close of file. 

c. Records generated in IT management and service operations to identify and 
allocate charges and track payments for computer usage, data processing and 
other IT services. 

{This item only covers records that are outside of the agency’s cost accounting 
system, which is covered in GRS 8, items 6 and 7 . } 

Close file annually unless there are outstanding issues concerning charges or 
payments. If there are outstanding issues, close file when they are resolved. 

Destroy/delete 3 years after close of file. 

12. Customer service files 

Records related to providing service and support to customers, including pamphlets, 
responses to "Frequently Asked Questions,” and other documents prepared in advance 
to assist customers; help desk logs and reports and other files related to customer query 
and problem response; query monitoring and clearance; and customer feedback records; 
and related trend analysis and reporting. 

Close file annually. 
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Destroy/delete 1 year after close of file. 


IT Applications 

This section covers records maintained only for technical support of applications 
which serve program or administrative functions of the agency. The agency will 
need to maintain many of these records — including but not limited to user 
requirements, system specifications, data and process models, and user guides - 
- in order to document the programs or administrative functions which the 
applications serve. Such records are necessary for adequate and proper 
documentation of agency programs or administration, other than IT operations 
and management, and should be retained under schedules authorized for records 
of those programs or administrative activities. This GRS applies only to separate 
copies of such records in files maintained solely for technical support. 

A pplication development and implementation 

a. Application development case files. Records created and used in determining 
customer needs for applications, designing, developing, acquiring, or modifying 
applications including user requirements and specifications, system or subsystem 
specifications, system integration documents, application and data deployment 
strategies, status reports, records documenting acceptance of applications and 
modifications, and related correspondence. 

Close file when application is terminated or when all records supported by the 
application are destroyed, whichever is later. 

Destroy/delete 3 years after close of file. 

b. Installation and testing records for applications. 

Close file when final decision on acceptance is made. 

Destroy/delete 3 years after close of file. 

Technical documentation, metadata, and software necessary to retain, access, retrieve. 

an d us e electronic records 

a. Data systems specifications, file specifications, data and process models, data 
dictionaries, codebooks, record layouts, user guides, output specifications, and 
other technical documentation supporting retrieval, access, use or interpretation 


of the data, processing specifications for input, updating, retrieval, output, 
interpretation, and data conversion. 

(If data or related output records or records of action are scheduled for 
permanent retention, one copy of the technical documentation must be 
maintained as part of the permanent records) 

Close file when all data or records in a form or format specified in the 
documentation are destroyed or deleted. 

Destroy/delete 1 year after close of file. 

b. Documents defining data quality controls* including source document, input, 
processing, and output controls. 

Close file when subject controls are superseded or terminated. 

Destroy/delete 3 years after close of file. 

c. Application software: Automated Program Listing/Source Code necessary to 
access, retrieve, use or maintain electronic records; program flowcharts, 
program maintenance log, change notices, and other records that document 
modifications to computer programs that support applications. 

Close file when no longer needed to retrieve, use or interpret any records 
created by, or stored in the application. 

Destroy/delete 1 year after close of file. 

Temporary input/output files : 

a. Input records: Documents and files designed and used solely to create, update, 
or modify electronic records; including non-electronic documents or forms, 
digital input/source files; files or records containing uncalibrated and 
unvalidated digital or analog data collected during observation or measurement 
activities or research and development programs and used as input for a digital 
master file or database; metadata or reference data, such as format, range, or 
domain specifications, which is transferred from a host computer or server to 
another computer for input, updating, or transaction processing operations. 

Close file when the creation, updating or modification of subject records is 
completed and verified. 


> 


Destroy/delete 1 year after close of file. 

b. Output records retained by IT service and support units; including extract, 

summary and aggregate data files derived from a data base in cases where it is 
possible to regenerate the extract, summary or aggregate' from the data base; 
and copies of output reports produced for clients. 

Destroy /delete upon verification of successful delivery and acceptance of 
outputs by client, or when 3 months old, whichever is sooner. 

16. Work files and intermediate files : created in the production or use of other electronic 
records for the sole purpose of enabling, supporting or facilitating the use of the other 
records; for example, work files, valid transaction files, and print files. 

Destroy/delete when the process in which the intermediate file is created or 
used is terminated. 


17. Electronic mail and word processing system copies of records covered bv this GRS xx . 

Electronic copies of records that are created on electronic mail and word processing 
systems and used solely to generate a recordkeeping copy of the records covered by 
the other items in this schedule. Also includes electronic copies of such records created on 
electronic mail and word processing systems that are maintained for updating, revision, 
or dissemination. 

a. Copies that have no further administrative value after the 
recordkeeping copy is made. Includes copies maintained by individuals in 
personal files, personal electronic mail directories, or other personal 
directories on hard disk or network drives, and copies on shared network 
drives that are used only to produce the recordkeeping copy. 

Destroy/delete within 180 days after the recordkeeping copy has been 
produced. 

b. Copies used for dissemination, revision, or updating that are 
maintained in addition to the recordkeeping copy. 

Destroy/delete when dissemination, revision, or updating is completed. 
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/\TChlVGS at College^ Park 


8601 Adelphi Road 


College Park, Maryland 20740-6001 


May 13, 1999 
NWM 15.99 

MEMORANDUM TO AGENCY RECORDS OFFICERS AND INFORMATION RESOURCE 
MANAGERS. Bimonthly Records and Information Discussion Group (BRIDG) Meeting on 
June 21, 1999. 

The Life Cycle Management Division of the-NationaFArchives and Records- Administration 
(NARA) will host the next BRIDG meeting on June 21, 1999, from 10:00 to noon in Room 105 
of the National Archives Building, 7th and Pennsylvania Avenue NW, Washington, DC. The 
purpose of the meeting is to discuss a new NARA project on the reengineering of the records 
scheduling process. 

On May 6, the Archivist announced a “business process reengineering” initiative to review and 
redesign the scheduling process and named Michael L. Miller as the project leader. At this 
BRIDG meeting, Mike will discuss initial plans for the project and provide information about 
how agency records officers can provide input. Records officers are encouraged to bring 
suggestions for improvements in the organization or administration of the current appraisal and 
scheduling process, whether within or outside the context of the current Federal statutory and 
regulatory structure for records management. 


Enrollment is limited to 60 participants. To reserve a place for th e BRIDG meet ing, please 


provide your na me, telep 
extensio H k° r e-mail 


hone numbe r, and number of attendees tc pn 30 1 -7 1 3-7 1 00, 

@arch2.nara.gov), no later than June 15, 1999. 


MARIE B. ALLEN 
Director 

Life Cycle Management Division 


b6 

b7C 


66F-HQ-CI l^OOS*?- 95" 


National Archives and Records Administration 





May 10, 1999 
NWM 14.99 

MEMORANDUM TO AGENCY RECORDS OFFICERS AND INFORMATION RESOURCE 
MANAGERS: Correction in Date for Comments on Draft GRS for Information Technology 
Records' ~ 

Last week you received copies of the revised draft General Records Schedule (GRS) for 
information technology (IT) records, with an incorrect due date listed for comment. Please send 
your commen ts by June 7, 1999, to Nancy Allard, Policy and Co mmunication s Staff (NPOL) at 
" [garch2.nara.gov or by fax to 301-713-7270. Contac |by e-mail if you b6 

of the draft to circul ate within your agency. If you b7c 
n 301-713-7360, ext] 



MARIE B. ALLEN 
Director 

Life Cycle Management Division 


would like a WordPerfect or Word version 
have questions, please contact |c 



National Archives and Records Administration 



National A , . 

' Archives 



at College Park 

8601 Adelphi Road College Park, Maryland 20740-6001 




MAY 2 4 1999 


NWM 16.99 

MEMORANDUM TO FEDERAL RECORDS OFFICERS AND INFORMATION RESOURCE 
MANAGERS: Inventorying and Scheduling Electronic Systems 

Federal agencies are devoting substantial resources to ensure their computer systems will 
correctly process dates after January 1, 2000. During the.course of addressing this “Y2K 
problem,” each agency is reviewing its electronic systems to identify those that need to be 
modified, replaced, or retired. This process offers agencies an opportunity to determine the 
extent to which their systems are appropriately inventoried, scheduled, and otherwise under 
records management control. 

NARA urges records officers to assert leadership in ensuring that agency systems identified 
through Y2K compliance efforts are included under proper records management control.’ 
Records in all agency systems must be: 1) managed under an approved schedule (SF-115, 
Request for Records Disposition Authority); and 2) maintained in a reliable, readable, and 
accessible format for their scheduled retention period. This is especially urgent for those Y2K 
systems slated for replacement or retirement, since decisions must soon be made about 
whether to preserve or dispose of the data in these systems. The work needed to meet these 
goals-particularly inventorying systems and developing management plans for thenv-coincides 
with the effort needed to address the overall Y2K problem. It makes sense to address the 
issues together. 


When new systems are adopted, agencies may decide to migrate data from superseded Y2K 
systems to new systems. If the data will not be migrated, the agency must ensure that the 
records remain reliable, readable, and accessible throughout their scheduled retention period. If 
the records are not scheduled, or if the retention period must be shortened, it is necessary to 
submit an SF-115 to NARA. It is also critical for agencies to submit an SF-258, Agreement to 
Transfer Records to the National Archives of the United States, to NARA for any permanent 
electronic records that will not be incorporated, into systems that will remain operational after 
1999. 

NARA will carry this message to the Chief Information Officers (CIO) Council and other 
appropriate groups. For additional information please call me or your designated contact in the 
Life Cycle Management Division on (301) 713-7100. 

E BALLW . ^F-Ha-CIIW 5 ^ 

Life Cycle Management Division 


National Archives and Records Administration 


National, 






\rchives at College Park 


8601 Adelphi Road College Park , Maryland 20740-6001 


May 28, 1999 


NWM 17.99 


MEMORANDUM TO AGENCY RECORDS OFFICERS: Changes in records disposal procedures 

The procedures contained in this memorandum supplement NARA Bulletin 99-03, Changes in disposition 
procedures at NARA’s records center facilities, and NWM 09.99, which transmitted a copy of the bulletin 
to you. Those issuances notified you .that NARA records centers would be sendingdisposal concurrence 
notices, Notice of Intent to Destroy (NA Form 13001), to you via certified mail with a return receipt 
requested. That procedure will provide assurance that the notices reached the agency. 

This memorandum describes a further modification of NARA’s records disposal policy. In the past, 
NARA has assumed agency concurrence in the disposal of records unless the agency notified the records 
center to hold the records because they were needed longer for operational purposes, investigation, audit, 
litigation, or other agency business. In line with the revised records management regulations (see NWM 
12.99), NARA has modified its records disposal policy, as follows: 

Beginning with the October 1, 1999, disposal cycle, NARA records centers will wait to 
receive written agency concurrence before destroying records. That means that when you 
or your designee receives the NA Forms 13001 that NARA records centers will mail in 
July 1999, you must respond in writing to notify the records center that your agency 
concurs in the disposal. You may annotate the forms or provide the list of accession 
numbers in a memorandum or letter to the records center. NARA will destroy no records 
before receiving written concurrence. The returned certified mail receipt signed when the 
agency received the Notices will not be accepted as disposal concurrence. 

All the documents referenced in this memorandum can be accessed from NARA’s records management 
web site at <http://www.nara.gov/records/index.html>. 


If you have any questions about this change, please contact 

Records Services a t 301-713-7200, extension ^ | or by electronic mail at 

I n v , t O t-i t /n i 


in the Office of Regional 


^arch2.nara.gov> or the Director of Records Center Operations at your local NARA 


JEROME NASHORN 
Acting Director 

Life Cycle Management Division 


--^bC^CHARD L. CLAYPOOLE 
Assistant Archivist for 
Regional Records Services. 


66F~HG-emooS' c i'- ^7 


National Archives and Records Administration 




National. 

Archives at College Park 



8601 Adelphi Road College Park, Maryland 20740-6001 


June 10, 1999 

Dennis R. Weaver, Section Chief 
Information Management Section - Room 9998 
Federal Bureau of Investigation 
935 Pennsylvania Ave., NW 
Washington, DC 20535-0001 

Dear Mr. Weaver: 

We recently received reports from anonymous sources that records stored at the Federal Bureau 
of Investigation (FBI) Pickett Street facility in Alexandria, Virginia are mismanaged and subject 
to damage and potential unauthorized destruction due to poor storage conditions. Under 44 
U.S.C. 2905, the Archivist of the United States is required to notify the head of a Federal agency 
of any “actual, impending, or threatened unlawful removal, defacing, alteration, or destruction of 
records in the custody of the agency that shall come to his attention,” and assist the agency in 
initiating any appropriate action. We are especially concerned about these allegations because it 
is our understanding that permanent records are among those maintained at the Pickett Street 
facility. 

According to our information, the facility’s heating and cooling system has caused water damage 
to the records. Files are supposedly shelved dangerously close to overhead lighting fixtures, 
resulting in fires involving records. The records are alleged to be seriously disorganized, with 
files frequently missing. In addition, we were informed that some FBI managers are unaware 
that Federal records may be disposed of only in accordance with a records disposition schedule 
approved by the Archivist of the United States. 

As you know, Federal agencies are required to maintain effective records management programs, 
which includes providing for the integrity, safety, and disposition of records. Agencies are 
authorized to maintain and operate records centers for the storage, servicing, and disposal of their 
own noncurrent records when these centers are approved by the Archivist (44 U.S.C. 3103). 
Facility standards for agency records centers are provided in 36 CFR 1228.222. 

We would be happy to offer our assistance in investigating and resolving this matter. NARA 
staff are available to help FBI records managers examine the Pickett Street facility and 
recommend necessary steps to address any problems thkt may exist. NARA can also provide 
management briefings regarding regulatory requirements and good records management 
practices. 

<o<bF - HGj-CL 1 |^OOS°f — 

National Archives and Records Administration 




Please advise us by June 24, 1 999 of v our p la ns investigate th ese a llegati ons. Please contact 

at (301) 713-7110, ext. or on ext |if you have any 

questions or wish to discuss receiving assistance from NARA in this matter. 

Sincerely, 

MICHAEL J. KURTZ 
Assistant Archivist 

for Records Services-Washington, DC 






U.S. Depart 



of Justice 


Justice Management Division 
Information Management and Security Staff 


Washington, D.C. 20530 


JUN I 4 1999 


MEMORANDUM FOR BUREAU RECORDS MANAGEMENT OFFICERS AND 

RECORDS MANAGEMENT LIAISONS, OFFICES, BOARDS AND 
DIVISIONS 


FROM: 


O'*-* **- 


Jerry G. Ormaner 
Assistant Director J 
Information Security & Records Management 
Information Management and Security Staff 


SUBJECT: Inventorying and Scheduling Electronic Systems 


The guidance issued in the attached memorandum from the National 
Archives and Records Administration (NARA) reminds us that 
Department of Justice systems identified through Year 2000 (Y2K) 
compliance efforts must be included under proper records 
management control. Y2K systems slated for replacement or 
retirement that includes data not migrated to a new system, must 
be properly scheduled for disposition (SF-115, Request for 
Records Disposition Authority) . Electronic records appraised by 
NARA as permanent, and not incorporated into new systems, may 
require transfer to NARA via SF-258, Agreement to Transfer 
Records to the National Archives of the United States. 


Y2K senior officials and working group members in your component 
have been furnished a copy of the NARA memorandum. You should 
coordinate this effort with y our Y2K represent ati ve. If vou have 
any questions, please contact on 


Attachment 
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MAY 2 4 1999 


NWM 16.99 


at College Park 

8601 Adelphi Road College Park, Maryland 20740-6001 


MEMORANDUM TO FEDERAL RECORDS OFFICERS AND INFORMATION RESOURCE 
MANAGERS: Inventorying and Scheduling Electronic Systems 

Federal agencies are devoting substantial resources to ensure their computer systems will 
correctly process dates after January 1 , 2000. During the course of addressing this “Y2K 
problem," each agency is reviewing its electronic systems to identify those that need to be 
modified, replaced, or retired. This process offers agencies an opportunity to determine the 
extent to which their systems are appropriately inventoried, scheduled, and otherwise under 
records management control. 

NARA urges records officers to assert leadership in ensuring that agency systems identified 
through Y2K compliance efforts are included under proper records management control. 

Records in all agency systems must be: 1) managed under an approved schedule (SF-115, 
Request for Records Disposition Authority); and 2) maintained in a reliable, readable, and 
accessible format for their scheduled retention period. This is especially urgent for those Y2K 
systems slated for replacement or retirement, since decisions must soon be made about 
whether to preserve or dispose of the data in these systems. The work needed to meet these 
goals--particularly inventorying systems and developing management plans for them—coincides 
with the effort needed to address the overall Y2K problem. It makes sense to address the 
issues together. 

When new systems are adopted, agencies may decide to migrate data from superseded Y2K 
systems to new systems. If the data will not be migrated, the agency must ensure that the 
records remain reliable, readable, and accessible throughout their scheduled retention period. If 
the records are not scheduled, or if the retention period must be shortened, it is necessary, to 
submit an SF-1 1 5 to NARA. It is also critical for agencies to submit an SF-258, Agreement to 
Transfer Records to the National Archives of the United States, to NARA for any permanent 
electronic records that will not be incorporated into systems that will remain operational after 
1999. 

NARA will carry this message to the Chief Information Officers (CIO) Council and other 
appropriate groups. For additional information please call me or your designated contact in the 
Life Cycle Management Division on (301) 713-7100. : 


cc/Us- 




MARIE B. ALLEN 
Director 

Life Cycle Management Division 


A\ 


' 1 
V--T 
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June 25, 1999 


Dennis R. Weaver, Section Chief 
Information Management Section - Room 9998 
Federal Bureau of Investigation 
935 Pennsylvania Ave., NW 
Washington, DC 20535-0001 

Dear Mr. Weaver: 

It is our understanding that the item description for Classification 105 (Counterintelligence) in 
the FBI Records Retention Plan is now classified; however, we have never received formal 
notification of this decision. 


Several months ago NARA sent the item description and class profile for Classification 105 to 
the FBI for review. Your office returned it promptly marking both documents “Septet”. We 
were confused by the FBI’s determination that the item description is now cl assified because in 

the past the same document was determined to be unclassifi ed. According td 

NARA’s archivist formerly responsible for FBI records, and the FBI’s 

archives specialist, around 1996 the FBI determined that the item description tor Classification 
105, including the country name, was unclassified. About a dozen FBI Records Retention Plans 
were subsequently sent to NARA and are currently stored in several custodial units within the 
Archives. Each copy is unclassified, yet includes the country name for Classification 105. 

If the FBI has determined that the country name for Classification 105 is now classified, we 
would like written notification. Upon receiving formal notification, NARA will amend our 
copies of the FBI Records Retention Plan (i.e. delete the country name for this classification) and 
maintain a copy of the FBI notification in NARA’s official files. 


If you have any questions about this matter, please contact] 
ext. 


mari 




kt (301)713-71 10, 




MARIE B. ALLEN 
Director 

Life Cycle Management Division 
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National Archives and Records Administration 




Washington National Records Center 

4205 Suitland Road Suitland, MD 20746-8001 


August 4, 1999 


Dear Records Officer: 

We will close our FY 99 accession register on October 1, 1999. We will not approve any 
Standard Forms 135 (SFs 135) that are received in this office after September 30, 1999, with 
a FY 99 accession number. We will return all SFs 135 for corrections. This includes ones 
that, have been returned for deficiencies and are being resubmitted with a FY 99 number. 

We suggest that you begin assigning fiscal year 2000 accession numbers to new SFs 1 35 if 
you are not certain that we will receive them by the deadline of September 30, 1 999. 

It is also very important that your boxes are ready for shipment when you submit your SF 1 35. 
We are assigning space when we approve your SF 135 and it is important that the volume is 
correct. You are also reminded that you have 90 days from the date of approval to send your 
records into the center. If they are not received within 90 days, the space is no longer reserved. 

Please remember to submit the original and one copy of the SF 135, have it in our office by 
September 30, 1999, have your records ready for shipment and send your records into the 
center within 90 days of approval. 


If you have any questions, please call 


Sincerely, 


on 
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JUDITH A. BARNES ~ 

Chief, Accession and Disposal Branch 
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National Archives and Records Administration 




U.S. DepartmenMf Justice 

Justice Management Division 

Information Management and Security Staff 


Washington, D. C. 20530 


August 6, 1999 


MEMORANDUM FOR RECORDS MANAGEMENT OFFICERS 
RECORDS LIAISON OFFICERS 


FROM: 



lard W. Berglind 
Information Management 
and Security Staff, IRM 
Justice Management Division 


SUBJECT : 


Change of Address 


Please be a dvised that effec tive August 9, 1999, the mailing 
address for and myself will be as follows: 


Department of Justice 
JMD/IRM/IMSS 

National Place Building, Suite 1220 
1331 Pennsylvania Avenue, NW 
Washington, DC 20530 


Components in Record Group 060 should use this address in block 5 
of Standard Form 135, Records Transmittal and Receipt. 


Ou r telephone num bers remain the same . 


on 


and I can be reached on 


call me if you have any questions. 


can be reached 
Please 
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National A r ; 
jf&sss. Archives 




at College Park 

8601 Adelphi Road College Park, Maryland 20740-61 


August 24, 1999 
NWM 19.99 

MEMORANDUM TO AGENCY RECORDS OFFICERS AND INFORMATION RESOURCE 
MANAGERS: Records Management Training Calendar for FY 2000 

The National Archives and Records Administration (NARA) recently issued its Records 
Management Training Calendar for Fiscal Year 2000, which lists a variety of training 
opportunities for Federal records and information managers. Copies of the calendar are enclosed 
and are also available on NARA’s records management Web site at 
http://www.nara.gov/records/fyOOcal.html. 

The calendar includes classes on Federal Records Management, Records Scheduling and 
Disposition, Managing Electronic Records, and related subjects. These classes are designed to 
meet the needs of records managers at all levels of expertise and experience. 

Please c ontac at (301) 7 1 3-6677, e xtensio n ! ^ vith any questions about class 

content. |(3 01-713-7100, extensioi | is available to answer registration 

questions. Address E-mail inquiries to records.mgt@arch2.nara.gov. Please plan to register 
early, since space is limited and registrations are accepted in the order received. 

Also attached, for your information, are the minutes of the June 21, 1999 BRIDG meeting on 
NARA’s scheduling and appraisal business process reengineering project. 


cc'ict 


^0 


Marie B. Allen 
Director 

Life Cycle Management Division 
Attachments 
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National Archives and Records Administration 
Records Management 


Records Management Class Calendar FY2000 


DATE 


CLASS 


LOCATION 


October 21, 1999 


Using WNRC Services 


VVNRC. 


November 15-19, 1999 fFederal Records Management 


Archives II 


November 29, 1999 


ov. 30-Dec. 2, 1999 


Introduction to Records Management 


Managing Electronic Records 


lArchives II 


Archives II 


December 6-7, 1999 


December 9, 1999 


January 10-11, 2000 


January 12, 2000 


January 13-14, 2000 


Scheduling Records 


Using WNRC Services 


Basic Records Operations 


j Advanced Records Operations 


iScheduling Records 


Archives II 


VVNRC 


Archives II 


Archives II 


Archives II 


January 25-27, 2000 


February 7, 2000 


February 8-10, 2000 


Risk Management & Benefit Analysis for j Archives II 
Records Managers 


Introduction to Records Management 


Managing Electronic Records 


Archives II 


Archives II 


February 11, 2000 


Managing Microform Records 


lArchives II 


February 24, 2000 


Using WNRC Services 


WNRC 


March 6-7, 2000 


Creating & Maintaining Adequate and j Archives II 
Proper Documentation 


March 8-9, 2000 


March 10, 2000 


| Records Scheduling and Disposition 


i Evaluating and Promoting Records 
i Management 


Archives II 


Archives II 


April 13, 2000 


April 17-18, 2000 


Using WNRC Services 


Basic Records Operations 


VVNRC 


Archives II 















































April 19, 2000 


April 20-21, 2000 


Advanced Records Operations 


Archives II 


Scheduling Records 


Archives II 


April 24-28, 2000 


Federal Records Management 


lArchives II 


May 23, 2000 


Records" Administration Conference 
(RACO) 


I Ronald Reagan Building & 
! International Trade Center 


June 5-7, 2000 


[Risk Management & Benefit Analysis for 


Archives II 


Records Managers 


June 15, 2000 


Using WNRC Services 


WNRC 


June 19-23,2000 


Federal Records Management 


Archives II 


July 17-18, 2000 


Basic Records Operations 


Archives II 


July 19, 2000 


Advanced Records Operations 


Archives II 


July 20-21,2000 


Scheduling Records 


Archives II 


August 10, 2000 


Using WNRC Services 


WNRC 


[August 14, 2000 


Introduction to Records Management 


lArchives II 


August 15-17, 2000 


Managing Electronic Records 


lArchives II 


August 28-29, 2000 


Creating & Maintaining Adequate and 
[Proper Documentation 


lArchives II 


August 30-31, 2000 


Records Scheduling & Disposition 


lArchives II 


Evaluating & Promoting Records 
Management 

Federal Records Management 

The cost is $150 per day for the classes listed above. The cost for customized classes will 
be negotiated separately. 

b6 

For training outside the Washington, DC area contaci Training b7c 

Coordinator, Office ofRegional Records Service (NR), (215) 671-1 175 


September 1, 2000 
September 18-22, 2000 












































Registration 

To register for the classes listed in this brochure an agency should send an authorized 
form or. document for purchasing Government training to the address listed below, unless 
a different address is specified in the class description. Payment may also be made by 
check, made payable to the National Archives and Records Administration, or by U.S. 

Government VISA or MasterCard credit card. 

Training Registrar (Classes) 

National Archives at College Park 
Room 2200 (NWML) 

8601 Adelphi Road 
College Park, MD 20740-6001 

FAX: 301-713-6144 . .. ' 

To register for the RACO 2000 conference, send a training form, check or credit card 
payment to: 

Training Registrar (RACO) 

National Archives at College Park 
Room 5320 (NWML) 

8601 Adelphi Road 
College Park, MD 20740-6001 

FAX: 301-713-6852 

Training registration coordinato j is av ailable to answer procedural and b6 

registr ation questions at 301-713-7100, extensior For questions about class content, b7c 

contac] at 301-713-7100, extension] 1 Address e-mail inquiries about 

classes or RACO 2000 to records.mgt@arch2.nara.gov . 

Registration and requests for information for the two free workshops, "Using Washington . 

National Records Center Services " and "Washington National Records Center CIPS 
Workshop," should be directed to 

Training Coordinator 

Washington National Records Center (WNRC) 

4205 Suitland Road 
Suitland, MD 20746-8001 * 

Telephone: 301-457-7035 
FAX: 301-457-7117 

We encourage participants to register as early as possible because many classes fill 
quickly. Walk-in registrants will not be accepted. 

Allow 4 weeks advance notice to ensure special arrangements for persons with vision , 
hearing, or mobility impairments. Contact registration coordinator |to 
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arrange for special needs. 

Persons registering at least 3 weeks before the class begins will receive a confirmation 
letter, along with written information about class times and location. 

Substitution of a different attendee is permissible at any time before the class begins. 
Agencies will be billed for no-shows, however, unless registration is canceled at least 5 
working days before the class begins. 

Unless otherwise announced under individual class descriptions, classes meet from 8:30 
a.m. to 3:45 p.m. at the National Archives at College Park, MD. Some classes will be 
given at more than one site. Classes do not meet when an unscheduled [or liberal] leave 
policy is in effect for U.S. Government employees in the Washington, DC, area. NARA 
reserves the right to cancel classes at any time. 

Participants from outside the Washington, DC, area are responsible for making their own 
hotel reservations. A list of lodging options can be provided upon request. 

Although classes are primarily for federal employees, they are open to federal contractors 
and to employees of state and local governments and of international organizations. 


Directions to NARA Training Facilities 

National Archives at College Park, MD (Archives II) 

This facility is located at 8601 Adelphi Road, near the University of Maryland College 
Park campus. Take Interstate 495 (the Capital Beltway) to exit 28 south (New Hampshire 
Avenue). From New Hampshire turn left at the second stoplight onto Adelphi Road. The 
entrance to the Archives is on the left after you pass Metzerott Road but before you come 
to University Boulevard. Free parking for training class attendees is available. 

Washington National Records Center, Suitland, MD (WNRC) 

This facility is located in the Suitland Federal Complex in Suitland, MD. Take Interstate 
495/95 (also part of the Capital Beltway) to exit 7 north onto Branch Avenue. From 
Branch Avenue turn right onto Silver Hill Road. After about 2 miles turn left onto 
Suitland Road. Turn left into the Federal Complex at the northernmost entrance (Gate 9) 
and continue on the circular drive to Building 4205, the Washington National Records 
Center. Free visitor parking for training class attendees is available; however all cars 
must be registered at the guard's desk in the entrance lobby. 


y. 
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National Archives and Records Administration 
Records Management 


Bimonthly Records and Information Discussion Group (BRIDG) 

10:00 a.m. - 12:00 p.nu, June 21, 1999 
Room 105, National Archives Building, Washington, DC 

TOPIC: NARA's Scheduling and Appraisal Business Process Reinvention Project 

About 30 people attended the June 21, 1999, BRIDG meeting to discuss NARA's Business 
Process Reinvention (BPR) Project to study the process of scheduling and appraising 
Federal records. After Michael Miller, NARA's BPR Project Director, provided an overview 
of the project, two representatives from the Federal records management (RM) community 
shared their views on the need for changes to the scheduling and appraisal process. The 
BPR dialogue continued with a question and answer session and small. group discussions. 

The NARA BPR perspective • 


Michael L. Miller, the BPR Project Di 
project team that were in attendance:! 

[have been detailed to worE 
l s months to 2 years to complete. 


time on the tst'K project. 1 he project should take 


The project will look at all facets of NARA's current scheduling and appraisal process, 
examine basic policy issues, and review steps in records identification, appraisal, schedule 
development, and schedule approval. The project will consider dramatic improvements that 
could assist in meeting critical performance measures. The BPR-Team will assess the 
application of enabling technology, where appropriate, to support processes. 

The BPR is a high priority project for NARA. Top-level management support, considerable 
resources, and dedicated staff have been committed to the project. Miller noted that various 
people may hold different, and sometimes competing, expectations regarding the outcome 
of this project, so open, honest, and continuous communication will be especially important, 
and encouraged, on this project. 

Records Management Community perspectives 

Two members of the Federal records management community made remarks. The first 
person expressed his personal opinions regarding the BPR project including the hope that 
NARA will stop scheduling records based on media, start showcasing best practices for 
other agencies to use in the scheduling process, and recognize that agencies should have 
authority, and ultimately responsibility, for their own records. He also hoped that the BPR 
would be a springboard for a more inclusive, government-wide approach to records 
management and a catalyst for change in NARA's culture. 

The second person stated that NARA should 1) recognize existing agency competencies, 2) 
give agencies delegated or expedited disposition authority based on those competencies, 3) 
concentrate more effort on validating agencies RM programs and less on records series, and 
4) emphasize NARA's role as a knowledge center rather than regulatory body. 

The Question and Answer Session 

• One participant felt that the current mechanism for resolving problems with submitted 
schedules was inadequate. 
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• Someone asked if NARA had identified electronic records management vendors as a 
stakeholder community and source of information. 

• Another person asked about the possible BPR support contract and its time table. 

Several questions revolved around keeping the RM community informed. Miller noted that 
in addition to informational meetings, such as this BRIDG meeting, the BPR team has its 
own e-mail address ('scheduling.bpr@arch2.nara.gov1 and will have a web page on the 
NARA site. Other communication channels recommended by the RM community would be 
considered. 

One question noted that no Agency Records Officers were serving on the project. Miller • 
explained that three of the team members had served in Federal agencies records 
management programs, two members of the team were former Agency Records Officers, 
and that the opinions and needs of the RM community would be gathered and collated in a 
systematic manner. Focus groups, interviews, and questionnaires were but a few of the 
information gathering tools the BPR team had already identified. Miller reiterated that the 
team would entertain ideas on other methods as well. 

The BRIDG group discussions 

The BRIDG meeting participants broke up into four smaller groups, each with one of the 
BPR team members, to discuss the BPR and six questions posed by Miller. The questions 
served as a starting point for the group discussions. Some of the opinions and ideas 
expressed by records officers during the discussions include the following: 

1. What would you most want the BPR to accomplish? 

• NARA should revisit the legal definition of records. It should be briefer and clearer. 

• What information does NARA actually need on the SF-1 15? Focus on the content, 
not the form. 

• NARA should develop guidelines on what an agency will need to create, purchase, or 
implement an electronic record keeping system. The guidelines and systems should 
be tied to scheduling records. Some records officers are worried that NARA will 
require electronic record keeping, others think that’s exactly what NARA should do.' 
[NARA is developing advice on electronic recordkeeping systems through its Fast 
Track project. 

• The Archivist should delegate the disposal authority for temporary records. 

2. What worries you the most? 

• Records officers are worried that the BPR will put work back on agencies lacking the 
knowledge, tools, and resources to handle the workload. 

• Records officers are worried that the BPR will be overtaken by events. Due to 
advances in technology, changes occur with great frequency in Federal offices and it 
will be a different world after NARA takes 5 years to re-engineer. 

• Records officers are worried that the project will not meet its goals. 

• Records officers worried about "change blockers" within NARA who would resist or 
prevent implementation of the recommendations. 
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3. What should we try to achieve? 
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• NARA should use retention bands classes for three types of records: 1) long-term, ■ 
temporary records 2) short-term, temporary records 3) permanent records. Let 
agencies worry about the first two, and NARA should only worry about permanent 
records. 

• . NARA should develop a training program for certifying agency RM programs and • 
officers. If agencies were certified as competent in records management, NARA could 
streamline the scheduling process for those agencies and focus on assistance efforts 
with the remaining, uncertified agencies. 

• NARA should have a different process for new, continually-created records series 
than it does for old records found in an office requiring a one-time disposition 
schedule. 

• NARA should move toward being able to effectively and quickly approve schedules 
on electronic records, web pages, systems, e-mail, and databases. 

• Once a records schedule is submitted to NARA, record officers should be able to 
track it to find out exactly where and what is happening with it. 

4. What should we try to preserve? (What's working well now?) 

• Though NARA should streamline the schedule review process, it should not eliminate 
the scheduling process because it helps records officers raise their programs' profile 
and records management awareness. 

• N ARA should_develop apne-on-one clie nt focu s. The c omm ents were unanimous 
about being pleased with the NARA liaisons. The words used to describe the NARA 
appraisal archivists they worked with were "accessible", "people/client-oriented", and 
"knowledgeable". 

5. What should we try to avoid? 

• Records officers are concerned that changes in agency processes due to 99-04 will 
have to be changed again due to the BPR's recommendations. 

6. How should we involve you in the future? 

• NARA should develop a Frequently Asked Questions (FAQ) for the BPR web site to 
answer questions most records officers have or will have as the project develops. 

• Separately from the BPR, there was continued interest in NARA hosting a listserve 
for records officers to discuss topic of interest among themselves and to keep updated 
on various RM projects. 

Conclusion 


Miller thanked everyone for coming and for being willing to participate in the BPR process. 
For those who missed the session or wish to make additional comm ents, e-mail messa ges 
may be sent to scheduling.bpr@arch2.nara.gov or made by phone tq 
301-713-7360 x| 
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September 17, 1999 
NWM 20.99 

MEMORANDUM TO AGENCY RECORDS OFFICERS: Pending regulation on agency 
records centers 

The. September 1.5 Federal Register, contained an Initial Regulatory Flexibility Analysis relating 
to the proposed Agency Records Centers regulation in the Federal Register for public comment. 
NARA developed this Analysis in response to comments received on the proposed regulation. 

A copy of the Federal Register notice is posted on NARA’s web site at 
http://www.nara.gov/nara/pubcom.html . 

We welcome your comments on the Analysis. In particular, if your agency has contracts with 
private sector records centers, we ask that you send the following information to the NARA 
Regulation Comment Desk to assist us in evaluating the impact of the proposed rule on small 
businesses. 

• Is your contract with a large or small business records center? (Pierce Leahy and Iron 
Mountain are considered large businesses.) 

• Approximately how many cubic feet of your agency’s records are stored in commercial 
records centers? If you use more than one center, it would be helpful to know approximately 
how many cubic feet are in each center or the range in size of holdings. 

By October 15, please send any comments to Regulation Comment Desk (NPOL), Room 
4100, National Archives and Records Administration, 8601 Adelphi Road, College Park, MD 
20740-6001. Alternatively, comments may be faxed to 301-713-7270. 

Thank you for your cooperation in this matter. 

'-fKff.u* ^ 

MARIE B. ALLEN 
Director 

Life Cycle Management Division 
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NARA BULLETIN 



NO. 99-05 

September 24, 1999 



TO: Heads of Federal Agencies 

SUBJECT: Disposition of electronic records (NARA Bulletin 98-02) 

EXPIRATION DATE: October 1,2001 

1 . What does this bulletin do ? This bulletin notifies agencies to continue to submit records schedules 
covering new or revised series to NARA using the procedures established by NARA Bulletin 98-02. It also 
reminds agencies of their general recordkeeping responsibilities. 

2. What are the procedures for submitting records schedules for new or revised series ? New and revised 
items on SF 1 1 5s, Request for Records Disposition Authority, submitted for NARA approval must include 
provision for the disposition of both the copy of a record that resides on electronic mail or other office 
automation application, and the copy maintained in the recordkeeping system: 

a. When new and revised items include records generated on office automation applications, the 
description on the proposed schedule should indicate that records were generated using office automation, 
AND 

b. For each such item the proposed schedule should provide separate disposition instructions for the 
recordkeeping system described in the schedule and for the electronic copy created by the office automation 
application. 

3. What are agency recordkeeping responsibilities ? NARA regulations in 36 CFR ch. XII, Subchapter B 

provide guidance and requirements on recordkeeping policies and practices to assist agencies in ensuring 
adequate and proper documentation of agency activities. To support operational needs, protect rights, and 
allow accountability, agencies must create and preserve complete records in designated recordkeeping 
systems. . 

a. To ensure complete documentation, records (including those generated electronically with office 
automation applications) should include proper identification of originators and recipients, appropriate dates, 
and any other information needed by the agency to meet its business needs. Records generated with an office 
automation application must be copied to a recordkeeping system where they will be maintained as long as 
they are needed by the Government. 

b. Proper recordkeeping systems organize or index records to provide context and to allow appropriate 
staff access to all records relating to a specific transaction, project, study, or subject. Recordkeeping systems 
may be in paper, micrographic, or electronic format. 

4. Who do I contact for further information ? Address questions to the appraiser in our Life Cycle 
Management Division with whom your agency normally works. 
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pm W. CARLIN 
Archivist of the United States 



Join us for Federal Government Day at ARMA 1999 in Cincinnati 
Tuesday, October 19, 1999, 9:00 am -4:00 pm 


Regal Hotel Cinncinnati Conference Room 

* 

Records management is a critical issue today as automated work processes expand within Federal 
agencies. Automation is producing an ever growing volume of electronic records that the 
government must manage to meet business needs, ensure accountability, and provide for 
appropriate public access. For records with long term or permanent value, it is vital to provide 
for their preservation in a manner that enables ongoing retrieval, access, and interpretation. The 
National Archives and Records Administration (NARA), in partnership with all Federal agencies, 
is working to develop the strategies and tools needed to meet these challenges. 

Come to ARMA Federal Government Day to learn the latest about the latest Federal records 
management issues, options, and solutions. Topics will include: 

NARA Bulletin 99-04: Scheduling electronic copies of program records and 
administrative records not covered by the General Records Schedules (GRS) 

Insight into future records management directions 

Business Process Reengineering the records appraisal and scheduling function 
NARA Fast Track Electronic Records Guidance Project 
Targeted agency assistance 

Registration for the one-day ARMA Federal Government Day. workshop is included in ARMA 
Cincinnati Conference registration. 

Plan to Attend "ARMA Federal Government Day 1999" in Cincinnati on October 19, 1999 and 
prepare to position yourself and your agency for success in the new century! 
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NOV ■ 2 1999 


Mr. Dennis R. Weaver 
Section Chief 

Information Management Section 
Federal Bureau of Investigation 
935 Pennsylvania Avenue, NW 
Washington, DC 20535-0001 

Dear Mr. Weaver: 

Representatives of the National Archives and Records Administration, the FBI, and the Department 
of Justice have been working together for several months to develop a plan for the declassification 
of FBI records and transfer of the records to the National Archives. On October 22 members of the 
staff of the Office of Records Services met with representatives of the FBI and the Department of 
Justice to discuss declassification priorities, accessioning practices, and the records disposition 
schedule for FBI records. This letter is a follow-up to that meeting and provides information that the 
FBI and DOJ participants requested. 

We were asked to provide a list of FBI case file classifications that our researchers have expressed 
the most interest in. We were also asked if we would accession records prior to their being eligible 
for transfer according to the FBI’s records disposition schedule. This early accessioning would be in 
accordance with the terms of the 1995 Memorandum of Understanding signed by the Director of the 
Information Security Oversight Office and the Attorney General concerning Executive Order 12958. 

I have enclosed a list that identifies the classes of FBI case files that are most frequently requested by 
researchers. I have also enclosed a list of classes that have been accessioned by the National 
Archives. We would appreciate any efforts the FBI can make to give the most frequently requested 
records a high priority for declassification review, particularly those from the earlier date periods. 

We will be happy to accession records as they are declassified. Please be aware, however, that 
accessioning will not necessarily mean immediate public access. Over the course of the next year we 
will be transferring into the National Archives approximately 300,000 cubic feet of records from the 
Washington National Records Center in Suitland, Maryland. This huge influx of accessions will 
divert many of our resources so we may not be able to process fully the FBI records that come to us 
for several months. Nevertheless, we will continue to work closely with the FBI to ensure that the 
declassified records are brought into our custody as soon as they are offered. 

Another topic that was discussed on October 22 was the relationship between the FBI records 
disposition schedule and the 1995 Memorandum of Understanding concerning EO 12958. The MOU 
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mandates the transfer of records to NARA 25 years after close of case, while the FBI records 
disposition schedule specifies different dates of transfer. Depending on the classification, the 
schedule requires that FBI records be transferred when they are 30 or 50 years old. 


As you know, the Bureau’s records disposal program came under intense judicial scrutiny in 1980-81 
when both the FBI and NARA were defendants in American Friends Service Committee, et al., v. 
William H. Webster, et al. Under federal court order, a special NARA task force developed a 
comprehensive records schedule for FBI Headquarters and field office records which the court 
approved in November 1981 . The Bureau has been using the 1981 schedule for records disposal 
authority; however, that document is now almost 20 years old and needs revision. The FBI’s records 
schedule does not reflect current FBI records management practices. For example, the FBI has 
eliminated the creation of FBI Headquarters case file and is using the Automated Case Support 
(ACS) system, an electronic system, to create case files. 


One approach to reconcile the' different transfer instructions of the MOU and the schedule is for 
NARA and the FBI to work in partnership on a project to update the FBI’s records schedule effective 
Oct. 1 , 2001 . NARA has recently initiated a targeted assistance program to help agencies with their 
critical records management needs. Although all projects have already been selected for FY2000, the 
FBI could apply for assistance with the updati ng of the schedule for consideration as an FY2001 
targeted assistance project. Appraisal archivist :an advise you on the format and 

requirements for submitting such applications. 


Meanwhile, we encourage you, where practicable, to review the high priority classes in accordance 
with the terms of the MOU and to transfer these records at 25 years. 


I commend the FBI for expediting the transfer of records to NARA and look forward to working 
closely with you and your staff when we update the FBI records schedule. 


Sincerely, 


!\MaJLou^ 

MICHAEL J. KURTZ 
Assistant Archivist for 
Records Services - Washington, DC 
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Enclosures 



• # 

FBI Records Accessioned by the National Archives 


Class 

Title 

Dates 

Comments 

1 

National Academy Matters 

1935-41 

HQ and FO 

7 

Kidnapping 

1932-37 

HQ 

15 

Theft from Interstate Shipment 

1920-67 

HQ and FO 

25 

Selective Service Act 

1922-67 

HQ and FO 

26 

Interstate Transportation of 
Stolen Motor Vehicles and 
Stolen Aircraft 

1931-63 

HQ and FO 

32 

F ingerprint Matters (F ederal 
Building Sites) 

1923-41 

HQ and FO 

34 

Lacy Act 

1921-43 

HQ 

35 

Civil Service 

1921-43 

HQ 

36 

Mail Fraud 

1921-49 

HQ 

38 

Naturalization Matters 
(Application for Pardon 
to Restore Civil Rights) 

1921-35 

HQ 

42 

Deserter; Deserter Hoarding 

1920-60 

HQ and FO 

44 

Civil Rights 

1951-55 

HQ 

61 

Treason 

1921-36 

HQ 

87 

Interstate Transportation of 
Stolen Property 

1934-40 

HQ and FO 

88 

Unlawful Flight to Avoid 
Prosecution 

1938-52 

HQ and FO 

91 

Bank Robbery 

1931-66 

HQ and FO 

95 

Laboratory Examinations 

1937-40 

HQ 

100 

Domestic Security 

1942-76 

HQ and FO 

176 

Anti-Riot Law 

1968-71 

HQ and FO 


Plus 

Miscellaneous Classes/case files relating to World War II 
Special Cases: MLK, Hobson, CISPES, JFK 


• # 


Classes recommended as priorities for 25-year declassification review and transfer to NARA: 

1. Continuations of classes already accessioned: 

44-Civil Rights 1959-75 
61-Treason 1937-75 

176-Anti-Riot Law 1972-75 

2. Additional classes 

157— Civil Unrest 1959-75 

1 73— Civil Rights of 1 964 1 964-75 

65 — Espionage 1920's-1975 

105 — Foreign Counterintelligence 1938-75 

74 — Pequry 1924-75 

92 — Racketeering Enterprise Investigations 1936-75 


at College Park 

8601 Adelphi Road College Park, Maryland 20740-6001 


December 2, 1999 
NWM 03.00 

' — MEMORANDUMTO AGENC YRECORDS'OFFICERS AND INFORMATION' RESOURCE - 
MANAGERS: Records Center Regulations 

The final rules on Agency Records Centers and Storage of Federal Records were published in the 
December 2, 1999, Federal Register at Part II. The regulations go into effect on January 3, 

2000, except for three provisions in the Agency Records Centers rule for which additional 
comment is invited. You can view the regulations electronically from the link in the document 
http://www.access.gpo.gov/su docs/fedreg/a99 1 202c.html . The Agency Records Center final 
rule and request for comment is also available electronically at 
http://www.nara.gov/nara/pubcom.html . 



MICHAEL L. MILLER 
Director 

Modern Records Programs 
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November 30, 1999 
NWM 02.00 

MEMORANDUM TO AGENCY RECORDS OFFICERS AND INFORMATION RESOURCE 
MANAGERSrFive^FStTrac^GuidMC^Prbduct^No'w^vailable"^ 

We are pleased to announce that the first five Fast Track products have been posted to the 
NARA Records Management web page at http://www.nara.gov/records/fasttrak/ftprod.html. The 
first round of Fast Track products focused on producing brief documents and checklists that may 
be used by Agency Records Officers to answer strategic questions asked by CIOs or IT 
personnel regarding electronic records management and recordkeeping. 

The completed products are: 

Context for Electronic Records Management 
What is Electronic Recordkeeping? 

Why Federal Agencies Need to Move toward Electronic Recordkeeping 
Preliminary Planning for Electronic Recordkeeping: Checklist for IT Staff 
Preliminary Planning for Electronic Recordkeeping: Checklist for RM Staff 

After you have reviewed these products, we would welcome your comments and suggestions via 
email to fasttrack@arch2.nara.gov or by fax to 301-713-6852. Please let us know how they 
could be improved or revised to assist you better. Comments received by February 4, 2000, will 

.he.iisedJn T oiir-neyt-iipdatp.-nf.the<;p.,prr)diir.ts : . 

I'd like to take this opportunity to thank all the members of the Fast Track Guidance 
Development Project for their hard work and insightful consideration of the issues to make these 
products possible. 



MICHAEL L. MILLER 
Director 

Modem Records Programs 


/of 
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November 5, 1999 
NWM 01.00 

MEMORANDUM TO AGENCY RECORDS OFFICERS AND INFORMATION RESOURCE 
MANAGERS: Bimonthly Records and Information Discussion Group (BRIDG) Meeting on 
December 7, 1 999. 

The Modem Records Programs of the National Archives and Records Administration (NARA) 
will host the next BRIDG meeting on December 7, 1999, from 10:00 a.m. to noon, in Room 105 
of the National Archives Building, 7 th and Pennsylvania Avenue, NW, Washington, DC. As an 
interim step until the records appraisal and scheduling reinvention project is completed, NARA 
intends to make interim improvements to our process for approving records schedules. The 
purpose of the meeting is to describe our plan and receive feedback from agency staff. The 
meeting will also include a discussion of the NARA "Best Practices in Records Management" 
awards, and provide information about the process through which a Federal agency can nominate 
all or a portion of its program for this award. 

NARA proposes four target areas for interim improvements: 

(1) Improve the Management of Schedules Received by NARA 

(2) Improve Communications with Customers 

(3) Improve the Quality of Incoming Schedules 

(4) Identify Ways to Reduce the Scheduling Burden on Agencies and NARA 

Specific questions and further information about the discussion will be posted one week before 
the meeting on NARA’s records management web page at 
http://www.nara.gov/records/bridg.html 


Enrollment is limited to 60 participants. To reserve a place for th e BRIDG meeting , please 
provide your n ame, te lephone number, and num ber of attendees to on 301-713- 


7110, extension 
1999. 


(or e-mai! 
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Records Administration 

V&shington, DC 20408 


2000-02 


December 27, 1999 


TO: Heads of Federal agencies 

SUBJECT: Disposition of electronic copies; suspension of NARA Bulletin 99-04 
EXPIRATION DATE: December 31, 2001 
1. What is the purpose of this bulletin? This bulletin: 


• Notifies you that NARA Bulletin 99-04, Scheduling electronic copies of program 
records and administrative records not covered by the General Records Schedules 
(GRS), is suspended. That bulletin covered electronic copies that were created using 
word processing or electronic mail software that remain on the "live” computer system 
after the recordkeeping copy is produced. For agencies that have already submitted 
Bulletin 99-04 schedules or who still wish to submit such schedules, we will continue 
to process Standard Forms (SF) 1 15, Request for Disposition Authority, prepared in 
accordance with that bulletin, as outlined in paragraph 6 of this bulletin 2000-02. 

• Clarifies when the GRS 20 disposition authority for electronic copies (items 13 and 14) 
may be used. GRS 20, items 13 and 14, which apply to word processing and electronic 
mail copies, may be used only for electronic copies of scheduled records, and only after 
a recordkeeping copy has been produced and filed in a recordkeeping system. See in 
particular paragraph 4 of this bulletin. 

• Reminds you that NARA Bulletin 99-05, Disposition of electronic records (NARA 
Bulletin 98-02), issued on September 24, 1999, remains in effect. That bulletin states 
that new and revised items on SF 115s, Request for Records Disposition Authority, 
submitted for NARA approval must include provision for the disposition of both the 
copy of a record that resides on electronic mail or other office automation applications, 
and the recordkeeping copy maintained in the recordkeeping system. 

. Informs you how NARA is further addressing GRS 20, items 13 and 14. See paragraph 
2 of this bulletin. 

Please read this entire bulletin carefully to ensure that you do not destroy electronic copies of 
records without appropriate disposition authority. 
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2. Why is NARA suspending Bulletin 99-04? Several factors were involved in our decision 
to suspend Bulletin 99-04: 


• On August 6, 1999, a three-judge panel of the U.S. Court of Appeals for the District of 
Columbia unanimously upheld General Records Schedule 20 (GRS 20). We believe 
there may be better alternatives to GRS 20 for disposition authority for electronic 
copies of program records and expect to develop those alternatives as part of a 
comprehensive review of the policies and procedures for scheduling and appraisal of 
records in all formats. The Court decision provides the Government time to include 
electronic copies in this overall review. Our review may result in significant changes 
in the way that agencies schedule their records in the future. When we have completed 
this review, we will promulgate new guidance. 1 


Agency resources that would be expended to develop and submit schedules under 
Bulletin 99-04 are needed to schedule previously unscheduled records and to plan for 
the implementation of electronic recordkeeping. The Government Paperwork 
Elimination Act (GPEA), which takes effect in FY 2004, provides a strong impetus for 
agencies to develop the capability of managing records electronically for their full 
legal retention period. Under the GPEA (Pub. L. 105-277), by October 2003, agencies 
must give persons and entities that are required to maintain, submit, or disclose 
information to the Federal Government the option of doing so electronically when 
practicable as a substitute for paper, and to use electronic authentication (electronic 
signature) methods to verify the identity of the sender and the integrity of electronic 
content. 


3. How long will the suspension period for Bulletin 99-04 last? When we complete our 
scheduling and appraisal review in FY 2001, we will evaluate whether Bulletin 99-04 should 
be revised or replaced with an alternative scheduling procedure. 

4. What electronic copies of records are covered by GRS 20? GRS 20, items 13 and 14, 
authorize only the disposal of electronic copies of scheduled records, and only after a 
recordkeeping copy has been produced and filed in an electronic, paper or microform 
recordkeeping system. Scheduled records are those records that are covered by a NARA- 
approved agency records schedule or by a General Records Schedule. 


5. What must I do to set disposition authority for electronic copies of unscheduled records? 
Follow the instructions in paragraph 2 of NARA Bulletin 99-05, Disposition of electronic 
records. You are reminded that agencies are required by 36 CFR 1222.20 and 1222.32 to 
periodically review their records schedules and by 36 CFR 1228.26 to submit schedules to 
NARA covering records of new or changed programs within one year of the implementation of 
the change. 
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NARA Bulletin 2000-02 

6. Can my agency still submit Bulletin 99-04 schedules? 


December 27, 1999 


a. Yes, NARA will accept and process SF 1 15 packages prepared in accordance with 
Bulletin '99-04, Attachment B, that are submitted after December 27, 1999. We also will 
continue to process Bulletin 99-04 schedules that were submitted prior to this date. We will 
continue to adhere to the deadlines for NARA action specified in paragraph 14a of Bulletin 
99-04. 


b. If you have not begun preparing Bulletin 99-04 schedules and intended to submit a plan 
on February 1, 2000, you do not have to submit either a plan or Bulletin 99-04 schedules. 

7. Where can I get copies of NARA Bulletin 99-05 and GRS 20 ? Your agency records officer 
should have paper copies of NARA Bulletin 99-05 and GRS 20. These documents are also 
available electronically on the NARA web site. NARA Bulletin 99-05 is posted at 
http://www.nara.pov/records/policv/b9905.html and GRS 20 is posted at 
http://ardor.nara.eov/grs/grs20.html . 


8. Who do I contact for further information? Your records officer should address questions to 
the NARA appraiser or NARA records analyst with whom your agency normally works. A list 
of the appraisal and scheduling work groups is posted at 
http://www.nara.gov/records/comm/workgrp.html . 




)HNW. CARLIN 
'Archivist of the United States 
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National Ara^es and 


Records Administration 


Washington, DC 20408 



NARA BULLETIN 
NO. 2000 - 01 


December 27, 1999 


TO: Heads of Federal agencies 
SUBJECT: Checklist of NARA bulletins 
EXPIRATION DATE: September 30, 2000. 

1 . What is the purpose of this bulletin ? This bulletin lists National Archives and Records 
Administration (NARA) bulletins that are in effect. / 

2. What are NARA bulletins ? NARA bulletins contain guidance about records and 
information management subjects to help you comply with laws and regulations in these areas. 
You can find more information about NARA’s records and information management 
regulations in Chapter XII of Title 36 of the Code of Federal Regulations. 

3. How can I get more information about NARA bulletins? For more information about 


specific NARA bulletins, call the Modem Records Programs at 301-713-71 10 or send your 
question to <records.mgt@arch2.nara.gov>. 

4. How do I obtain copies of NARA bulletins? 


a. Paper copies . We send paper copies of our bulletins to the heads of Federal agencies 
and to Federal agency records officer, You can obtain additional paper copies at a discount 
from the Government Printing Office (GPO) by submitting a requisition to the GPO at the 
beginning of each fiscal year. 

b. Electronic copies . We post all NARA bulletins on the NARA web site at 
<http://www.nara.gov/records/index.html>. 

5. How do I correct any mistakes in the mailing address ? To correct the mailing address for 
the head of your Federal agency, call 301-713-7360. 


J0HNW. CARLIN 
/Archivist of the United States 


Cp(dF -H^- dinoo^i 


December 27, 1999 


I • 

NARA Bulletin 2000-01 

The following NARA bulletins remain in effect: 


Bulletin Number and Title 

Issued 

Expires 

95-03 

Government Information Locator Service 

02/16/1995 

Unlimited 

99-02 

Withdrawal of General Records Schedule (GRS) 
22, Inspector General Records 

12/21/1998 

12/31/2000 

99-03 

Changes in disposition procedures atNARA's 
records center facilities 

02/24/1999 

02/28/2001 

99-04 

Scheduling electronic copies of program records 
and administrative records not covered by 
the General Records Schedules (GRS) 

03/25/1999 

Suspended by 
NARA Bulletin 2000-02 

99-05 

Disposition of electronic records 
(NARA Bulletin 98-02) 

09/24/1999 

10/01/2001 


(Rev. 08-28-2000) 





UREAU OF INVESTI 


ON 


Precedence: DEADLINE 03/15/2002 

To: Information Resources 


Date : 


03/13/2002 


l: >/wi 


Attn: J William Hooton 

FBI Records Officer 



Title: PRESERVATION OF RECORDS PERTAINING 

TO ATTACKS OF 09/11/2001 


Synopsis: To notify FBIHQ that no Las Vegas materials pertaining 

to the 09/11/2001 attacks have been altered, deleted or 
destroyed. 

Administrative: Re EC from the Office of the General Counsel to 

All Divisions dated 03/04/2002 and captioned as above. 

Details: Referenced EC requested that field offices notify 

Records Officer William Hooton of any alteration, deletion, or 
destruction of material relating to the 09/11/2001 attacks. 

Las Vegas has, not altered, deleted or destroyed any 
material relating to the 09/11/2001 attacks. 


♦ ♦ 
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FEQMtL BUREAU OF INVESTIGATE 




Precedence: IMMEDIATE 


To: Director's Office 


Date : 


03/13/2002 


Attn: Office of the General Counsel 

Deputy General Counsel 
Patrick W. Kelley 
FBI Records Officer 
AD William Hooton 


From: Baltimore 

SS 

Contact; 


Approved By: 
Drafted By: 



Case ID #; 



66F-HQ-C1190059 
265- .NY-280350/* 
66F-BA-101852 - 




Title: PRESERVATION OF RECORDS 

PERTAINING TO THE ATTACKS OF 
9/11/2001 

Synopsis: To advise the FBI Records Officer of the retention and 

preservation of all hardware, software, electronic media, or 
communications including e-mail, documents, agency records and/or 
other material of any type, including communications of any type 
to and from other Government agencies, that may relate to the 
attacks of September 11, 2001. Also, to report the previous 
alteration, deletion, or destruction of material or information. 


Administrative : 

captioned as abi 
to ssa| 

3/12/02 . 


Re Bureau EC to All Divisions da ted 3/4/02, 

£ 2 ^ and AO telephone calls 

and FBI Records Officer, AD William Hooton on 


Details: This EC is to advise that the Baltimore Division will 

retain and preserve any and all hardware, software, electronic 
media, or communications including e-mail, document, agency 
records and/or other materials of any type, including 
communications of any type to and from other Government agencies 
that may relate to the attacks of September 11, 2001, that we now 
have and will have in the future. Baltimore has implemented a 
procedure in which all personnel will be reminded of this policy 
semi-annually, and that the preservation of all records outlined 
above is mandatory. 





To: 

Re: 


Director's Office From: Baltimore 

66F-HQ-C1190053|^P3/l3/2002 





Furthermore, the Baltimore Division has determined that 
there has been no alteration, deletion, or destruction of such 
material related to the attacks of September 11, 2001. 
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To: 

Re: 


Director's Office From: Baltimore 


66F-HQ-C119005^fc03/l3/2002 




I 


LEAD (s) : 

Set Lead 1: 

DIRECTOR'S OFFICE 

AT WASHINGTON. DC 
Read and Clear. 

♦♦ 
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M BUREAU OF INVESTIGATlOf 


Precedence: DEADLINE 03/15/2002 

To: Director's Office 


Information Resources 


Date : 


03/15/2002 


Attn: Office of General Counsel 

Deputy General Counsel 
P.W. Kelley, Room 7176 
AD William Hooton, Rm 10134 


New Haven 

Contact : 


From: 


Approved By: 

Drafted By: 

Case ID #: 66F-HQ-C1190059 - 
66F-NH-A39570 



Title: PRESERVATION OF RECORDS PERTAINING 

TO ATTACKS OF 9/11/2001 

Synopsis: New Haven's response to directive regarding the 

preservation of records pertaining to the attacks of 9/11/01. 

Reference: 66F-HQ-C1190059 Serial 181 

Details: Per request in referenced EC, all New Haven personnel 

were directed by E-mail, dated 3/14/02, to' retain any and all 
records relating to the attacks of 9/11/01, to include all 
hardware, software, electronic media, or communications including 
e-mail, documents, agency records and/or materials of any type, 
to include communications to or from other Government agencies. 
Employees were also requested to advise SAC, New Haven, of the 
destruction of any of the records described above. 

New Haven acknowledges that documents, electronic 
messages and certain other forms of Bureau paperwork produced in 
the regular course of 1 business were not all retained prior to the 
date of referenced EC. Further, New Haven believes those records 
are the type which would not have been retained under existing 
Bureau policy, i.e. informal e-mails, notes taken during 
interoffice and intra office briefings, duplicate copies of 
Bureau documents, and documents replaced (via Permanent Charge 
Out) in ACS due to errors in the initial original document. New 
Haven deems that these records cannot be recreated, but 
emphasizes those records were not maintained per general 
operating procedures. 


q / 9 


To: 

Re: 


Director's Office From: New Haven 

6 6F-HQ-C119 005^^03/15/2 002 





No alteration, deletion or destruction of described 
material or information was conducted by New Haven, other than 
previously described. 
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To: 

Re: 


Director's Office From: New Haven 

66F-HQ-C119005^03/15/2002 





LEAD (s) : 

Set Lead 1 : (Adm) 

DIRECTOR'S OFFICE 

AT WASHINGTON. DC 
Read and clear. 
Set Lead 2 : (Adm) 

INFORMATION RESOURCES 
AT WASHINGTON. DC 
Read and clear. 

♦♦ 
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FECHfcL BUREAU OF INVESTIGATIO 




Precedence : IMMEDIATE 

/ 

Tos ^Information Resources 


/ Date: 


03/15/2002 


Attn: j^FBI Records Officer 
William Hooton 
Room 10143 


From: Pittsburgh 

Squad 1 - Chief Division Counsel (CPC) 

Contact: I ~ 


Approved By: 

Drafted By: 

Case ID #: 66F-HQ-C1190059 Pending) ~ c Ho 

Title: PRESERVATION OF RECORDS 

PERTAINING TO THE ATTACKS 
OF 09/11/2001 


b6 

b7C 


Synopsis: This communication reports: 

1) the Pittsburgh Division took steps to 
preserve records pertaining to the attacks of 
09/11/2001; and 

2) several instances in which records 
relating to 9/11 were lost or destroyed. 

Administrative: Reference is made to the 03/04/2002 electronic 

communication (EC) from the Director's Office. 


Details: The referenced EC directed all divisions to take steps 

to preserve records pertaining to the attacks of 09/11/2001, and 
directed all divisions to report any previous alteration, 
deletion, or destruction of such records to the FBI Records 
Officer. 


By EC dated 03/08/2002, all Pittsburgh Division 
supervisors were directed to take steps to preserve records 
pertaining to the attacks of 09/11/2001. 

Each Pittsburgh employee was canvassed to determine if 
any records pertaining to the attacks of 9/11/2001 were altered, 
deleted, or destroyed. The findings of this canvass are as 
follows : 



A 



To: Information Resources From: Pittsburgh 

Re: 66F-HQ-C119005^03/l5/2002 


1) Unless archived by the individual 
employee, or unless an individual employee's 
system was pre-set to archive, all e-mail 
communications are automatically deleted and 
purged by the Pittsburgh Division e-mail 
server. 

2) The origina l notes from an interview with 

| a telephone caller, were 
placed in a 1A envelope. The 1A envelope was 
lost in transit. This loss was documented, 
and copies of the original notes were 
submitted. 


3) ASAC Roland Corvington worked at the 
command post at the United Airlines Flight 93 
crash site in Somerset. He reported that he 
destroyed his command post notes and 
documents after he no longer needed them. 

4) SSA worked at the command 

post at tne United Airlines Flight 93 crash 
site in Somerset . He reported that he 
destroyed his command post notes after he no 
longer needed them. 

5) The original document containing 
subscriber information from Cellco 
Partnership, dba Verizon Wireless, for 
telephone number 509-999-0408 was lost. But 
pertinent information concerning this matter 
was relayed to the New York Office before the 
document was found to be missing. 




LEAD ( s ) : 

Set Lead 1: 

INFORMATION RESOURCES 
AT WASHINGTON. DC 

For information. Read and clear. 

♦♦ 
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UREAU OF INVESTIG 



N 


Precedence : 


ROUTINE 


To: Records Management 


Attn: 


Date: 03/15/2002 

AD William Hooton, Rm 10143 


From: Portland 

Contact : 


Approved By: 
Drafted By: 


Case ID #: 66F-HQ-C1190059 



b6 

b7C 


TO - 



Title: PRESERVATION OF RECORDS PERTAINING 

TO ATTACKS OF 9/11/2002 


Synopsis: All Portland employees notified of requirement to 

retain records pertaining to 9/11/2001 attacks. 

Reference: 66F-HQ-C1190059 Serial 181 


Details: The Portland Field Office notified its employees that 

two Congressional intelligence committees recently asked the 
Attorney General to preserve and retain all records pertaining to 
the events surrounding the 9/11/2001 terrorist attacks. 

The referenced EC also asked Divisions to report 
instances where records pertinent to 9/11/2001 have been 
previously "altered, deleted, or destroyed." Portland has not, 
at the time of the deadline, received a report from any employee 
noting that documents pertaining to 9/11/2002 have been 
destroyed. Portland notes, however, that in the ordinary course 
of business, E-mail messages deleted by individual employees are 
backed up nightly and the tape retained for thirty days, at which 
time it is purged. It is quite possible that some individual E- 
mail messages pertaining to 9/11/2002 have been deleted by 
employees months ago and yet no record remains and the employee 
does not remember the pertinent message. 

Since the language in the referenced EC is so broad and 
all encompassing, Portland requests that FBIHQ provide clearer 
and more detailed instructions addressing all the different 
formats in which official information regarding 9/11/2001 can be 
held. 


♦♦ 


A 




(R£vf(58-28-2000) 




BUREAU OF INVESTIGATION 


Precedences DEADLINE 03/15/2002 

To: Records Managements ~ . ‘ 

From: Inspection 

AEAS/Rm 76±8 

Contact: 

Approved By : OConnor John I ( 

Locke Thomas Bernard^ 
Perkins Kevin V# 'C 


Date: 03/15/2002 


Attn: Mr. Hooton 


Drafted By: 

Case ID # : ; 66F-HQ- 1245493 — 33&» 

V^6F-HQ-C1190059 - 51051 


Title: PRESERVATION OF RECORDS PERTAINING 

TO THE ATTACKS OF 09/11/2001 

Synopsis: The Inspection Division (INSD) has taken steps to 

retain and preserve all material that may relate to the attacks 
of 09/11/2001 and at this time has not identified any original 
information or material that has been previously altered, deleted 
or destroyed. 


Reference: 


66F-HQ-C1190059 Serial 181 


Details: In response to the referenced EC, the INSD initiated a 

division wide canvas of all personnel requesting that steps be 
taken to thoroughly inspect all work areas and to identify any 
and all material that pertains to the attacks of 09/11/2001. 

Once identified, INSD staff are taking steps to retain the 
information. 

Additionally, a request was made to identify whether 
any 09/11 related material had been altered, deleted or 
destroyed. The routine destruction and deletion of information 
that was not original in nature, such as working copies and email 
received/sent during the investigation, was common and took place 
on a regular basis, but was not considered to apply to this 
request . 

To date, no personnel assigned to the INSD have 
reported the alteration, deletion, or destruction of any original 
material pertaining to the referenced event other than the 
routine deletion of email or draft copies of original documents, 
hard copy and electronic, received or generated during the 


To: Records Management From: Inspection 

Re: 6 6F -HQ -12 4 54 9 3 


investigation. Additionally, no original documents dealing with 
the investigation have been located and identified for retention 
by any INSD personnel. 

At this time, the INSD is actively engaged in field 
office inspections. Personnel assigned to these inspections have 
been unavailable to comply with the directive to inspect their 
work area and therefore the INSD can not certify at this time 
that there has been no alteration, destruction, or deletion of 
original material. As these personnel return from inspection 
travel status over the next two weeks and, are able to completely 
inspect their work areas, the INSD will issue a communication 
with the results. 




13/15/2002 



2 



LEAD (s) : 

Set Lead 1 : (Adm) 

RECORDS MANAGEMENT 

AT WASHINGTON DC 
Read and clear 


CC: Mr. O'Connor 

Mr. Locke 
Mr. Hulon 
Mr. Perkins 
Each INSD Unit Chief 


♦♦ 
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FEDSML BUREAU OF INVESTIGATION 




Precedence: ROUTINE Date: 03/13/2002 

To: Records Management Attn: FBI Records Officer, 

AD William Hooton 


From: 


Buffalo 

Squad 1/L<=saal Unit 

Contact : 



Approved By: Ahearn Peter J JL 

Borgia Stanley J5w j-,6 

b7C 

Drafted By: 

Case ID # : \/66F-HQ-C1190059' - ^Z l3 
66F-BF-34029 - 

Title: PRESERVATION OF RECORDS PERTAINING TO 

ATTACKS OF 09/11/2001 

Synopsis: This EC is to inform the Office of the General Counsel 

of the preservation of documents by the Buffalo Division. 


Reference: 66F-HQ-C1190059 Serial 181 


Details: The Buffalo Division disseminated the referenced 

Electronic Communication to all Division personnel via e-mail and 
legal conference, informing them of the necessity to preserve 
records as outlined in the referenced communication. 

The Buffalo Division has, and will continue to preserve 
all documentation relating to the attacks of 09/11/2001 as 
outlined in the referenced communication. It has not altered, 
deleted or destroyed any such material . 





To: Records Management From: Buffalo 

Re: 66F-HQ-C1190059 , 03/13/2002 



LEAD (s) : 

Set Lead 1: (Adm) 

RECORDS MANAGEMENT 

AT WASHINGTON. DC 

For information only. Please read and clear. 

♦♦ 
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L BUREAU OF INVESTIGATE 




Precedence : ROUTINE 


To: Information Resources 


Date: 


03/15/2002 


Attn: AD William Hooton 


From: Washington Field 

Approved By :U|/|^rp^Van A 
Drafted By: 


Case ID 


#: 66F-HQ-C1190059 -ao“7 


Title: PRESERVATION OF RECORDS PERTAINING v / 

TO ATTACKS OF 9/11/2001 

Synopsis: To report information from WFO relative to the 

retention/destruction of records relating to the attacks of 
9/11/2001. 

Reference: 66F-HQ-HQ-C1190059 Serial 181 

Details: Referenced communication advised all offices that all 

material and information within the scope of a request set forth 
by Congressional Committees should be preserved for potential 
production. Any previous alteration, deletion, or destruction of 
such material or information was to be reported to FBIHQ. 

WFO reports that all "records" as defined within the 
FBI Records system have been preserved as appropriate . 

WFO reports the potential deletion of some information 
that was not previously required to be preserved within the FBI 
system of records : 

• non-archived e-mail; 

• command post notes which generated filed and 

retained Rapid Start sheets; 

• hard drives of desk top computers recently 
replaced during "Trilogy" ; 

• superceded Powerpoint presentations were 
deleted to save diskette and/or drive space. 

WFO has advised all employees of the current non- 
destruction/alteration policy for records and all other non- 
record "material and information." 




/ * 


,/ ^ To : 


Re: 


Information Resources From: 
66F-HQ-C119005^03/l5/2002 




Washington Field 



CC: 2 - FBI HQ 

4 - WFO 


♦♦ 
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Precedence: ROUTINE Date: 03/14/2002 

To: Director's Office Attn: AD William Hooten 


From: Los Angeles 



Title: PRESERVATION OF RECORDS PERTAINING 

TO ATTACKS OF 09/11/2001 


Synopsis: Report of deletion of emails possible pertinent to 

Congressional request. 

Reference: 66F-HQ-C1190059 Serial 181 

Details: In response to the direction provided by referenced 

E.C., all FBI Los Angeles employees have been advised through 
email and by their supervisors that all documents, records and 
materials related to the attacks of 9/11/2001 are to be 
maintained indefinitely. 

It has come to FBILA's attention that an unknown number 
of emails with unknown contents which were possibly responsive to 
this request have been routinely deleted since 09/11/2001. All 
email currently on the system and those which were deleted during 
the prior 30 days have been preserved. All additional email 
created in the future will also be preserved indefinitely. 

Please contact ADC Michael C. Dehncke at 310-996-3381 
with any questions or concerns regarding this matter. 



F 


To: Director's Office From: Los Angeles 

Re: 6 6F -HO- 01190059^ 03/14/2002 




LEAD ( s ) : 

Set Lead 1 : (Adm) 

DIRECTOR'S OFFICE 

AT WASHINGTON. DC 
Read and clear. 

♦♦ 
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FEDJML BUREAU OF INVESTIGATE 


Precedence: ROUTINE 


To: Director's Office 


Information Resources 


Date: 


03/18/2002 


Attn: Dep. Gen. Counsel P.W. Kelley 

Office of General Counsel 

AD William Hooten 
FBI Records Officer 


From: Albany 

Squad 1 

r\ Contact : 


ipproved By: 


Drafted By: 




Case ID #: 66 F-HQ-C1190059 -SU<? 


Title: PRESERVATION OF RECORDS PERTAINING 

TO ATTACKS OF 9/11/2001 

Synopsis: Albany Division employees have been advised to take 

immediate steps to retain and preserve all records pertaining to 
the attacks of September 11, 2001. No information has developed 
suggesting that any such records have been altered, deleted, or 
destroyed. 

Details: On 03/15/2002, a priority e-mail was sent to all Albany 

Division employees. The e-mail advised employees of the Attorney 
General 1 s request and the nature of the Senate and House 
Committees' inquiry. The e-mail instructed all employees to 
preserve all records pertaining to the terrorist attacks of 
09/11/2001. Employees were instructed to retain all records, 
whether or not they constitute records as defined under Federal 
law. Computer Specialists were instructed to take appropriate 
steps to ensure the preservation of GroupWise and other 
electronic media. Employees were also asked to contact the Chief 
Division Counsel (CDC) if any records regarding the 09/11/2001 
attacks had been altered, deleted, or destroyed. To date, no 
information has developed suggesting that any records, even 
records not required to be retained by Federal law, have been 
altered, deleted or destroyed. If any information develops 
suggesting the contrary, FBIHQ, Office of General Counsel; and 
FBI Records Officer, AD William Hooten, will be notified 
immediately. 



€ - * 


/V: 






Director's Office From: Albany 

66F-HQ-C1190059^03/18/2 002 





LEAD ( S ) : 

Set Lead 1: (Adm) 

DIRECTOR'S OFFICE 


AT WASHINGTON. DC 


Read and clear. 


♦♦ 
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L BUREAU OF INVESTIGATIO 



Precedence: IMMEDIATE 

To: General Counsel 


Date: 03/20/2002 

Attn: AD William Hooton 

Records Officer 


From: Butte ITC i 

Contact : 

Approved By: 

Drafted By: 

Case ID #: 66F-HQ-C1190059 - 3~<3uO 

Title: PRESERVATION OF RECORDS PERTAINING 

TO ATTACKS OF 9/11/2001 

Synopsis: Response re 9/11/2001 materials. 

Reference: 66F-HQ-C1190059 Serial 181 


b6 

b7C 



Details: Referenced EC instructed all receiving offices to 

retain and preserve all hardware, software, electronic media, or 
communications, including E-Mail, documents, agency records 
and/or other materials of any type to or from other Government 
agencies, that may relate to the attacks of 9/11/2001. For 
information, the Butte ITC has not altered, deleted, or destroyed 
any material or information pertaining to this matter. 



f, 

iifs' 


To: General Counsel 

Re: 66F-HQ-C119005 




From: Butte 

3 / 20/2002 


ITC 



LEAD ( s ) : 

Set Lead 1: (Adm) 

GENERAL COUNSEL 

AT WASHINGTON. DC 

For information. Read and clear. 


♦♦ 

1 

1 


b6 

b7C 
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iL BUREAU OF INVESTIGATION 


Precedence: IMMEDIATE 

To: Information Resources 

From: Oklahoma City 


Date: 03/22/2002 

Attn: AD William Hooton 




Title: PRESERVATION OF RECORDS 

ATTACKS OF SEPTEMBER 11, 2001 

Synopsis: To request an extension to report any alteration, 

deletion or destruction of records pertaining to the attacks of 
September 11, 2001. 

Details: Pursuant to Director's Office E.C. dated 3/4/2002 

Oklahoma City took immediate steps to retain and preserve all 
records relating to the attacks of September 11, 2001. 

In light of ongoing Trilogy installation and mandatory 
inspection deadlines for upcoming Inspection, Oklahoma City 
requests an extension in reporting the alteration, deletion or 
destruction of the requested records until April 1, 2002 in order 
to review the responses from each employee . 

To date, Oklahoma City has not identified the 
destruction, alteration or deletion of any records of substantial 
significance to the inquiry. 







To : 
Re: 


Information Resources From: 
66F-HQ-C1190059^p3/22/2 002 




Oklahoma City 



LEAD ( S ) : 

Set Lead 1: 

INFORMATION RESOURCES 
AT WASHINGTON. DC 

IRD is requested to grant an extension to Oklahoma City 
until April 1, 2002 to report the destruction, alteration or 
deletion of requested records . 

♦♦ 
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FEDMftL BUREAU OF INVESTIGATION 




Precedence : PRIORITY 


Date: 03/22/2002 


To: Information Resources 

From: CIRG 

Rapid Deployment 

Contact: 

Approved By: 


Attn: AD William Hooton 


Drafted By: b7c 

Case ID #: 66F-HQ-C1190059 -**** 

66F-IR-A5937 

Title: PRESERVATION OF RECORDS PERTAINING 

TO ATTACKS OF 09/11/2001 

Synopsis: CIRG response to HQ inquiry regarding alteration, 

deletion, or destruction of material related to the 09/11/2001 
terrorist attacks. 

Reference: 66F-HQ-C1190059 Serial 181 

Administrativ e : EC follow up to 03/11/2002 telcall between SSA 

and AD Hooton. 

Details: The RDLU is responsible to provide FBI field offices 

and LEGATS with Rapid Start Information Management System (RSIMS) 
support. This routinely includes the deployment of portable 
automation kits consisting of laptop computers, local area 
networking (LAN) equipment, servers, printers, scanners, copiers 
and Fax machines. This equipment may be shipped alone or 
accompanied by CIRG Case Information Management Specialists (CS) 
if requested. 

During investigative operations the RSIMS LAN is 
utilized to process and analyze case specific information which 
is ultimately uploaded into the Automated Case Support (ACS) 
system. Each RSIMS record (FD-822) is electronically converted 
to EC format and becomes a serial in the appropriate case file. 

All generated data resides on the deployed server, none 
is ever contained on the hard drive of the individual lap top 
computers. Upon completion of each mission a CIRG or field 
office CS makes a copy of the data base which is placed on a 
disk, CD or jaz drive and retained by the field office as a 1A 


Uph?ckf 

w 



exhibit. Although each RSIMS record has been serialized into 
ACS, this electronic copy allows the field office to reactivate 
the LAN or continue to develop specific reports if required. 

Once the deployed server is returned to the RDLU, any 
existing data base is deleted. No copy is retained at the CIRG. 
During the PENTTBOMB investigation CIRG equipment was utilized to 
support NYO and SF investigations. Upon verification that these 
offices had followed the above procedures, the associated data 
bases were deleted from the CIRG servers . 

Additionally, it should be noted that during PENTTBOMB 
the RSIMS data bases generated by AT, BS, NYO and the Strategic 
Information Operations Center (SIOC) were placed onto an IRD 
server located at FBIHQ. Throughout the incident these 
individual files were updated on a daily basis. This procedure 
was discontinued on or about 12/12/2001. The ME field office 
data base was also placed onto the IRD server, but this was a 
single entry. A second version of the SIOC data base which 
included lead dispositions from the ACS serials was also added. 
These files currently remain on the IRD server which is 
controlled by Division 4 . 

During RSIMS support deployments no information is 
generated by the CIRG. It is the product of other field office 
investigative activities and retained within their records. 
Consequently, subsequent to referenced telcal with AD Hooton, the 
CIRG will continue the above procedures which are consistent with 
FBI record retention policies. 
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Case ID #: 66F-HQ-C1190059 ^(None) 
66- OC-63323 


Title: PRESERVATION OF RECORDS 

ATTACKS OF SEPTEMBER 11, 2001 

Synopsis: To report the previous alteration, deletion or 

destruction of records pertaining to the attacks of September 11, 

2001 . 

Reference: 66F-HQ-C1190059 Serial 181 

Details: Pursuant to Director's Office E.C. dated 3/4/2002 

Oklahoma City took immediate steps to retain and preserve all 
records relating to the attacks of September 11, 2001 and to 
notify all employees of their obligation to preserve any such 
records . 

To date, several Oklahoma City employees reported that 
some e-mail messages pertaining to the attacks of September 11, 
2001 had been deleted from their e-mail. The deletion of this e- 
mail occurred prior to notification of the Attorney General's 
preservation order. In addition, employees reported that work 
papers, work copies and drafts of documents had been destroyed in 
the normal course of business after final versions were completed 
and preserved in the appropriate file. 

Other than documents referenced above, Oklahoma City 
has not identified the destruction, alteration or deletion of any 
records of significance to the inquiry. 
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FED^L BUREAU OF INVESTIGATION^ 

Precedence: ROUTINE Date: 03^,6/2002 

To: Director's Office Attn: Office of General Counsel 

Deputy General Counsel 
Pat Kelley, Room 7176- 

Information Resources 
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Room 10134 
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Approved By: Def enbaugh Danny A 

Drafted By: 


Case ID #: 66F-HQ-C1190059 (Pending) 

Title: PRESERVATION OF RECORDS PERTAINING 

TO ATTACKS OF 9/11/2001 


Synopsis: Dallas' response to the directive regarding the 

preservation of records pertaining to the attacks of 9/11/2001. 

Reference: 66F-HQ-C1190059 Serial 181, and telcall to AD William 

Hooton, 3/25/2002. 


Details: Referenced communication advised all offices that all 

material and information within the scope of a request set forth 
by Congressional Committees should be preserved for potential 
production. Any previous alteration, deletion, or destruction of 
such material or information was to be reported to FBIHQ. 


All Dallas personnel were directed by E-mails to retain 
any and all records relating to the attacks of 9/11/2001, to 
include all hard drives, notes, e-mails etc. Dallas employees 
were also requested to immediately advise CDC Dallas if any such 
records were altered, deleted or destroyed. 

Dallas reports that prior to receiving the Bureau's EC, 
some documents, electronic messages and other forms of Bureau 
paperwork produced in the regular course of business, were not 
retained. Dallas believes that these records contained either 
information that was not pertinent to the attacks of 9/11/2001, 
or information that was supported or based on information in 
other documents and/or records that have been preserved and 
maintained. It is believed that these particular records, e- 






r * 


To: Office of General Counsel From: Dallas 

Re: 66F-HQ-C1190059^^(Pending) 

03/26/2002 


mails, and notes cannot be identified, retrieved or re-created, 
but were the type which would not have been retained under 
existing Bureau policy. In accordance with FBIHQ's instructions, 
Dallas notes the potential deletion of some information that was 
not previously required to be preserved within the FBI system of 
records. Examples of such deletions include the following: 





Non-archived e-mail. Deleted material sent 
to an employee's "trash" is automatically 
purged after seven days; 


ASAC Luis Fratacilli and SSA'sl I 

reported they 

destroyed nana written notes taken during the 
daily conference calls with FBIHQ when they 
were no longer needed; 

A number of Supervisors and members of 
various Penttbomb related projects [Names, 
American Airlines, Pilots, Sabre, Command 
Post personnel/Assignments] , reported that 
they destroyed their personal hand written 
notes of interoffice and intra office 
•meetings when they were no longer needed; 

As part of the conversion to TRILOGY, in the 
latter part of February 2002, 322 desk top 
computers (in Dallas) were replaced with new 
equipment . Computers for the Resident 
Agencies are expected to arrive in June 2002. 
The old computers will be sent to FBIHQ for 
destruction. Gentronics, a private company 
contracted by FBIHQ, was responsible for 
"stripping" the hard drives; 


b6 
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On September 11, 2001, five computers in the 
Dallas Command Post (CP) were designated to 
input all Rapid Start information. These 
computers were also recently replaced as part 
of the TRILOGY project. However, each of the 
five hard drives were removed and are being 
maintained in a safe bv S upervisory Computer 
Specialist until further 

notice; 


A number of employees reported the 
destruction of duplicate copies of bureau 
documents to include ECs, 302' s, and Rapid 
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To: Office of General Counsel From: Dallas 

Re: 66F-HQ-C1190059j^(Pending) 

03/26/2002 




Start Lead sheets, all of which have been 
uploaded into ACS . 

ASAC Edward Lueckenhoff was one of the On 
Scene Commanders of the Dallas CP. On a 
daily basis he made handwritten notes 
regarding conversations with others in the 
CP, as well as FBIHQ, and created "to do" 
lists. Many of the handwritten notes were 
discarded after the task was completed. 


(reported 


Financial Analyst (FA) 

he shredded numerous documents pertaining to 
"Silent Hit", reservation information 
received from the SABRE company reservation 
system. The documents included copies of 
"Silent Hit" FBI forms, copies of Passenger 
Name Records (PNR's) from SABRE and Access 
database reports pertaining to the silent hit 
forms. The "Silent Hit" information was 
loaded into an Access database and queried in 
several different ways to try to identify 
airline reservation connections among members 
on the FAA watch list. The documents were 
destroyed as they did not qualify as records 
under the Federal Records Act or Bureau 
retention policy. However, all information 
from SABRE has been uploaded into ACS . 


SA| | reported that he was working 

on a "Hotels" project and shredded a number 
of documents relating to the analysis of 
records received from Pegasus Solutions. The 
information was paper copies of data already 
stored on computer disks (which are presently 
maintained in Dallas' ELSUR) . All 
information received was attached to EC's and 
forwarded to interested divisions. 
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CDC Dallas has advised all employees of the current 
non-destruction/alteration policy for records and all other non- 
record "material and information." Other than what has been 
described above, Dallas has not altered, deleted or destroyed any 
material relevant to the attacks of 9/11/2001. 
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Precedence: IMMEDIATE Date: 03/14/2002 



Case ID #: 66F-HQ-C1190059 -<£36? 

DN 197-0 


Title: PRESERVATION OF RECORDS PERTAINING 

TO ATTACKS OF 9/11/2001 

Synopsis: To report preservation status of material or 

information pertaining to the attacks of 9/11/2001 per OGC 
directive . 

Reference: 66F-HQ-C1190059 Serial 181' 

Details: Referenced EC has been transmitted to all Denver 

Division employees with instructions to preserve the described 
records . 

Denver has canvassed the field office and is not aware 
of any deliberate or intentional alteration, deletion, or 
destruction of any information or materials that may relate to 
the attacks of 9/11/2001. All records generated by the Denver 
Division as a result of the investigation related to the events 
of 9/11/01 have been retained and preserved. 

Denver notes that prior to receipt of the referenced 
EC, informal communications and documents such as e-mails between 
agents in the Division. and handwritten notes taking during 
briefings have not been retained. Denver would not be able to 
recreate these records as they were discarded in the usual course 
of business. 


cc : 1 - Deputy General Counsel Pat Kelley 






From: 

To: HOOTON, WILLIAM 

Date: Tue, Mar 19, 2002 2:04 PM 

Subject: re EC dated 3/04/02 Case ID # 66F-HQ-C1 1 90059 

This is in response to our telephone conservation on Friday 3/18/02, regarding the activities of the 
Disaster Squad immediately following Sept 1 1 , 2002. 




I have contacted each of the Supervisory Fingerprint Specialists who participated in the identification of 
the remains of the victims in the crash of AA Fit 77 into the Pentagon: AA Fit 1 1 into the north tower of the 
World Trade Center: UA 175 into the south tower of the World Trade Center and UA Fit. 93 in 
Pennsylvania. 

They each advised that the information and/or records obtained by them would have been with regard to 
the identification of the victims only. This information would have consisted of identifying information to be 
used to obtain antemortem prints, and would not have been associated with any other investigative 
process. 


They are all of the opinion that although there may have been handwritten notes destroyed at the time, the 
information obtained is available in databases which are still maintained as part of the Laboratory case file. 
These records will be maintained in the LPU or the appropriate Laboratory file. 


If there are any further questions feel free to contact me. 
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